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SPEAKERPHONE 


COLOR TELEPHONES 


PUSH BUTTON TELEPHONE 


These are just a few of the items of con plete tele 
phone service. A package can be made up for 


your own particular needs at home or in the office 


A Bigger Package of Telephone Service 


New services and equipment have 
been developed to meet trend to greater 


comfort and convenience 
One of the most significant developments of recent 
Vou bras been the vreat increase in comfort ind con 


vemences for more and more peopl 


Recognizing the trend and alert to it, the tel phone 
have been accelerating their efforts to find out 


what people want ind provic it ata 


COMPA Pes 
ind anticipate 
reasonable price 1 hie result is a wholly new concept of 


what is meant by tele phone SCTVICE 


W here formerly it Wa thought of a just one black 
instrument the mode rm tre nd Is toward a number of te le 


phone it convenicnt place around the hou 


We have helped thi new concept by making new stvle 


telephone: i\ tilable along with color ind with ring 
| ; 


cords illuminated dials volume control et 


But the main reason for the succe of the idea is that 
people have found that there is no greater aid to new con 


venience and comfort than adequate telephone ervice 


In offices, as well as homes, there is now a much bi 


package ol telephone SCTV ICE available for evervone 
Working together to bring people together B ‘ 
BELL TELEPHONE SYSTEM ’ y, 














For every executive in your firm whose letters must bring in 


the business 








The IBM “Executive ” Electric... 


the one and only typewriter with “proportional spacing” 
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7B, to give you the world’s most distinguished letters! 
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ELECTRIC 
TYPEWRITERS OUTSELL ALL OTHER ELECTRICS COPMBIIIED/ 
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Cluttered top t 


Are men really neater than women”? 


There are off-the-desk trays for 


Time-wasting “desk top clutter'’ can now be incoming, outgoing and pending 
letters, off-the-desk space for 


eliminated tor both men and women : 
ern work organizers, work separators, 
deferred projects, tickler, binders, 
books, pads, forms, card lists 
Most ingenious of all is an in-drawer wastebasket 


We don't want to get into any argument about the 


But Shaw-Walker and provision for in-drawer phone! 


With a Shaw-Walker ‘‘Clutter-Proof’’ Desk, 
usable working space on the desk is actually doubled 
Walker “Clutter-Proof’’ Desks go into an office, See these new color-styled ‘‘Clutter-Proof”’ 
work efficiency and work outp..* go up. Here’s why Desks at our local branch store or dealer or write 
of the things that drift around on top Shaw-Walker, Muskegon 41, Michigan, for booklet 

‘This desk is time-engineered to help you.” 


neatness of men versus women 
does know that desk neatness and work efficiency 


have a definite relationship. When new Shaw 


Fully 75° 
of other desks have a specific place inside this desk 


Largest Exclusive Makers of Office Equipment 


SHAW WA LKE Muskegon 41, Mich. Representatives Everywhere 
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Kemember the report) pub 
lished tour eal wo oin AB 
describing Westinghouse phe 
nomenal work-simplification 
program tor office supervisor 
It iVing the company several 
million dollar every yeat 

Our editors are now working 
with M Ik I i! 
house budyet dire 
equel what four 
operation has taught him 


orl implificeation 
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ind ste com and piven a 
t-hand account ot what 
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Weld is back from there 
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And there will be a red-hot 
feature by F. ¢ Minaker about 
the human relation problems 
encountered (and solved) when 
Aldens installed electronic data 
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| \ I’ the last few months, it has these companies that are of special 
_— been my good fortune to talk interest to you 

= “off the record” with a number of Since a growing business re 
af men who manage and operate suc- quires a _ favorable climate in 

cessful businesses. Many of these which to thrive, Gene will visit 

men I have met at Dartnell-spon- cities which offer the best oppor 
WHILE BEING sored conferences, Others I have tunities for a growing company to 
visited in their offices, and a good operate economically and profitab 

MOVED many have dropped in at our plant ly. We had hoped to report on St 
in Ravenswood to talk over man Louis companies this month, but 






Gene’s sinus kicked up a fuss and 





agement problems 
Almost without exception, the kept him home. 
principal worry of these business For good measure, we are als¢ 
men is the squeeze on profits and arranging with four authorities on 
the difficulty they have in making executive development techniques 
to maintain to contribute regularly to AMERI- 
BUSINESS, starting in May 
a series by Dr. Robert N 







the profit necessary 
full employment, pay top wages, CAN 


* : 
Typewriter & Business | 
do the necessary research on new with 
Machine Stands products, and develop men capable McMurry on communications as a 
growth factor in business 


of keeping the business stepping 
ahead should the present era of 















good business level off Growth-Minded Presidents 
This urge to grow, to improve 
, to do what we have to do better, is While AMERICAN BUSINESS is 
Sj a distinguishing American trait not aimed primarily at company 
. ” DURING Jeing unsatisfied, but still not too presidents, but rather at the 





operating executive in the busi 


h ~ OPERATION dissatisfied, is what makes ou! 
- — economy tick. Every progressive ness, We plan to work more closely 
: q “ss community is proud of its growth with Young Presidents’ groups 
. Investors seek growth companies, throughout the country. Last 
asso month, Christopher Weld, one of 








and executives want to be 







ciated with business enterprises our editors, covered, at its invita 
which are expanding and growing tion, the YP’s meeting at the 
In short, the American business Greenbrier in White Sulphu 
man is dedicated to growth Springs, W. Va 







wd 
Why sO I have always believed a_ busi 
ness paper should not only print 


QUIET? Our New Publishing Program the news but should make it 
e Along that line, Dartnell will spor 


So, beginning with this issue 







sor this year a series of confe! 


























¥ SILENT STEEL TOP is undercoated AMERICAN BUSINESS will go all out enniee tnt Mane eimitinns Tle eit 
apo - bars and feet are to help our readers and our advet pear here r;' ' pom send eid or 
cushioned. tisers grow. We are sharpening and evaluation. (2) executive con 
/Casters and feet of soft rubber. our editorial policy to accent wenirations (3) enscutive con 
growth, to tell you what others pensation, (4) how to plan and 
Only LUXCO Stands are doing to insure the growth of conduct an employee opinion poll 
their businesses and, (5) staging successful sale 
Offers so many ‘No Noise" Guarantees = T') implement this new program meetings. If you are interested 
= Gene Whitmore, long-time editor drop me a line 

Lo | I] oa > of this magazine, will visit one of These get-togethers give you a 

— jt }} ( ) oul fast-growing cities each chance to get away from \ 
= month. He will do a feature article desk for a few davs in a congenial 

‘aia pee Pay ery Raced og about the growth companies in atmosphere and concentrate 

that city, tell the story of their bothersome problen They 

BADGER inc. success and the methods that won give us a chance to meet you 

LA CROSSE, WIS leadership, and point up specifi learn how we can _ bette erve 





Export Department, 25 Beaver St, New York 4 NY ideas based on the experiences of you J, C, Aspley 
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Re-discovered — the pencil 
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SEE HOW THOUSANDS OF BUSY EXECUTIVES SPEED COMMUNICATIONS WITH PENCIL JOTTINGS AND VERIFAX COPIES 





No trick to breeze through half your you Bill Jack — note thi Free—new Don Herold booklet. Farnou 
mail without dictation and typing In a minute your secretary will rt t-lhumorist’s booklet, “How I 
When a letter asks questions — jot have Verifax copies on their way Learned the Veritax of Life has laugh 
the answers in margin and mail a She can make 5 of these errorfres ind work-saving tips for bosses and 
Verifax copy as your reply. When a copies in | minute for just é each Be “ne er ' ts . +4 ae . h = 
report refer to several departments Lots of short cuts like these! | Ms typing jol Oy; ites * How 
jot “Joe, this (paragraph) concerns Chance ire your Savin the ve : i das ata ies to Sh daa 
Price quoted subject first month lictation and typing = M pon, Or phone nearest Verifa 
wabigoe to alone—will pay for your Kodak Ver listed i ellow page under 
fax ¢ , $14 phot ing equipment 


yy, 
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Verifax Copying 


DOES MORE... COSTS LESS... MISSES NOTHING oF like 





kKASTMAN KODAK COMPANY, Busine Pi 





64.35 State Street, K ester 4, N.Y 
( t l end tre {Ip if 
k i I] t ! 
ONLY $148 Kodak's new Verifax 
Signet Copier makes 5 copies in 1 min 
ute for just 2426 each. Even one-man c 
offices report saving its cost the very ee 
first month! Thousands in use. Pa to 
have one in every department ( 
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Eugene Whitmore, long-time editor of AMERICAN BUSINESS, 


has taken to the road again to bring you his observations 


about business trends and developments 
A Roving R t 


Grow or Die: Corporate growth 
rate has become a major criterion 
in judging the health of business 
enterprises, Change is now one 
of the most pressing problems in 
business. Methods, markets, pro 
duction processes, and material: 
change so rapidly in one industry 
after another that one man said 
“Come back after a long lunch 
and your business has changed.’ 

Retail trade is scurrying to the 
hopping centers, leaving down 
town merchants, in some area 
at least, panicky. The beer busi 
Hess has moved, almost ove! 
night in some markets, from the 
tavern to the supermarket, Small 
towns are almost wiped out busi 
nesswise by a highway reloca 
tion, Railroad passenger station: 
are being leased for other pur 
poses one to a sovereign. state 
for use as a state office building 

In the paragraphs which fol 
low, we attempt to spotlight 
ome of these development: 
Which seem to indicate that busi 
ness must grow or die, and 
change to survive 


The Pennsylvania Railroad i: 
completing expenditure of more 
than $2 million to speed the sale 
of railroad tickets and Pullman 


vice in its New York station 

A variety of electronic and 
mechanical devices help make 
reservations, sell tickets, and give 
information. Closed-circuit tele 
vision sets, automatic writing 
machines, facsimile reproduction 
devices, and mechanical ticket 
printers combine to sell you a 
ticket in less than two minutes, 
as against eight required before 


The Role of Competition: Dicta- 
phone Corporation’s annual re 
port says, “Even today, not more 
than one out of five who could 
profitably use a Dictaphone dic 
tating or recording machine ac- 
tually does use one. And, despite 
the highly competitive nature of 
this industry, our greatest com 
petitor is inertia.” 

Not many years ago the di 
tating machine business was al 
most wholly divided between two 
companies. For about 15 years 
new dictating and recording ma 
chines have been hitting the mar 
ket regularly. Despite this more 
intensive competition, Dicta- 
phone’s sales have grown from 
less than $10 million in 1946 to 
more than $35 million in 1956 
Can it be that the competitors 
helped Dictaphone more than 


they harmed it, by stirring 


greater interest in these 

proved communications? 
Sometimes it seems that what 

every industry need is more 


competition 


New Transport Methods, espe 
cially the much-discussed “piggy 
back” method of transporting 
loaded highway trailers on rail 
road flatcars, is going forward 
at such a pace that one authority 
claims the old railroad boxcar 
may soon become a 


piece 


Southern Pacific's piggy-bach 
volume was up 24 percent in 1956 
as compared with 40 percent fo 
Pennsylvania; 60 percent for 
Chicago, Burlington & Quincy 
and 83 percent for Wabash 
Come to think of it, we can hard 
ly call piggy-back “news.” Ci 
cuses used the same method a 
far back as 1857. Why railroad: 
didn’t adopt it sooner is any 





body's Zuess, 


Watch ‘Cold’ Typesetting. 
Publishing and graphic arts in- 
dustries are watching photo 
graphic typesetting machines 
Several are being developed. If 
successful, they may spell the 
end of molten-metal machines 
such as Linotype, Intertype, and 
so forth. 

Photon, developed from French 
inventions begun before World 
War II, is perhaps ahead of othe 
machines. From what appears to 
be an ordinary electric type 
writer, Photon creates an image 
which may be etched on metal 
for letterpress printing, or re 
produced on lithographic plate 
for offset printing A wide 
variety of type faces is available 
When setting advertisements, the 
machine follows a layout and 
eliminates the costly make-up 
step in usual compositior 

Several books have 
by this process ; one 
newspaper is partially set ' 
Photon. One Boston typesetting 
company is experimenting wit! 
Photon with a view t¢ etting a 
huge set of reference books on it 
The company has 25 machine 
assembly, with orders for all of 
them. Machines fully equipped to 
turn out a wide variety of type 
faces cost about $48,000. They 
are simple to operate. Even the 
Roving Reporter operated one 
Boston recently 


Continued on page 4 
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All controls are in the 
paim of your hand... 
with UNIMATIC 


REMOTE CONTROL 
MICROPHONE 
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Through electronic magic the portable Comptometer 
COMMANDER puts perfect letters on your desk in half the time 
because it automatically erases unwanted words and phrases 
as you redictate your message. You hand your secretary 
perfect dictation every time. Yet, dictation is as easy as 
talking to an old friend because ALL controls are in the palm 
} of your hand. 


The same machine serves as a transcriber...it's as easy to 
transcribe as to listen, because, with perfect dictation, 


OoOmptometer — BETTER PRODUCTS 
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The new 


( Rneseametene 


Commander 








Name 
COMPTOMETER—World's fastest way Comptometer COMPTOGRAPH “'202 Fier 
to figure. Try it FREE on your work in —No lost hand motion. More fine fea Address 
your office. Use coupon. tures than any other 10-key machine pm rae eect 
y on 


Try it FREE—use coupon 





“Makes Dictation Easy as Talking 
to an Old Friend” 


Dictate 

Listen 

Unlimited Review 
words 


Erase unwanted 


Mark end of 


electron ally 


letter 


for 
transcription 


Use 
dictation, 


same machine 


Lifetime belt—never wears out 


Try it FREE in your office 


s no need for time-ws 


Best of all. the Con pto 
itself over and over 
O-Matic 


for re-use 


there’ isting, error-breeding pre-editing. 


meter COMMANDER actually pays for 
The mailable Lifetime guaranteed Erase 
belt wipes clear second, 
thousands 


discs, or cylinders 


electronically, ina ready 


of times. No recurring cost for belts, 


Learn how easy dictation can be 
far greater 


proof? Mail the co ipon! 


how anyone can turn outa 


volume of perfect letters easier, faster! Want 


TO BETTER BVYVSINE SS 





Feit & Tarrant Mfg. Co. 
171 N Pa na St C 1g 
In ¢ : Canadian ( t eter. Lid 
65A Y e St.. 7 ( j 
Arrange a Free office trial for me on 
Send me literature on 
Comptometer COMMANDER 
COMPTOMETER Adding-calculatir Q Machine 
Comptometer COomPTOGRarPH ‘202 


mee a a el 


ry 





DITTO Systems 


“Know-How” 
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DITTO NATIONWIDE DITTO ACKNOWLEDGED @. SPECIALIZED SYSTEMS 
FORMS PRINTING SERVICE SUPPLIES LEADERSHIP 


DUPLICATING EQUIPMENT 


























Cuts Your Costs 4 Ways! 


There is a DITTO system to simplify and speed every phase of 
production from the requisitioning of materials and parts to the 
delivery of finished products to stores. And DITTO systems 
engineers, plus DITTO specialized systems duplicating equip- 
ment, coordinated duplicating paper and supplies, and custom- 
ized printed forms provide four opportunities to cut your costs 
and assure maximum benefits. With DITTO you can be confident 
that whatever is recommended will meet your precise systems 
duplicating needs. 

Get the full story on DITTO systems savings and the place of DITTO Integrated Data 


Processing in today’s business. Either write us direct or check with your local DITTO 


¢ 


branch or dealer listed under ‘Duplicating Machines” in your classified directory 


DITTO, Incorporated, 6850 N. McCormick Road, Chicago 45, Ill. 
DITTO of Canada Ltd., Toronto, Ontario 
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Management's Role in a 
Growth Company 





By J. C. Aspley 


UNNING a business is relative 
R ly simple when people are 
spending $135 a day for a place tr 
leep in Miami; when they pay 
$75 for a gosh-awful “painting 
by a bilious monkey when they 
plank down $150 for a pair of 
seats for “My Fair Lady,” or $300 
for a rainbow-hued discus fish 
whatever that is 

But it will be a different matte 
when the gravy train grinds to a 
top, as it already is showing some 
ign of doing Once the free 
penders realize that lasting pre 
perity comes from working and 
wt tne propensity to pend they 
will forego buying $13,000 
ars and other luxuries they dor 
need any more than they need 
econd python. When the ce 
making and selling thing 


ertake the price we 
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Growth, as Roy Ingersoll, presi 
dent and chairman of Borg 
Warner Corp., so aptly reminded 
the Industrial Economic Confer- 
ence at San Francisco, is determin 
ing where you want your company 
to be 10 or 20 years from now and 
then building management in suf- 
ficient depth to achieve that goal 
The development of a hard-hitting 
dynamic management team is in 
deed an obligation that 
company owes its stockholders and 
employees, To continued 
growth, top management must not 
only find, develop, and motivate 
the executives who manapve the 
business today, but also must see 
to it that capable replacements for 
men currently in the key jobs are 
available for tomorrow. 

This executive replacement 
problem requires the business to 
be so structured that promising 
young men will have an oppor 
tunity to taste success in small 
projects and thus acquire the self- 
confidence they need to handle 
larger responsibilities, Developing 
executives is a one-step-at-a-time 
proposition, This calls for an open 
line of promotion to hold those 
who prove their ability to work 
with others and get things done 


every 


assure 


One reason so many companies 
building a strong 
management team —and manage 
ment today is a team proposition 
is that the top jobs to which 
younger executives aspire appear 
to be pre-empted. These posts are 
held by relatives or old-timers 
people who take a dim view of new 
methods and who know all the 
reasons Why the ideas of a young 
work. You would be 


have trouble 


man won't 
urprised how many times these 
offbeat ideas will work with en 
thusiasm behind them. 

Fred Palmer tells a story about 
John HH. Patterson, founder of The 
National Cash Register Company. 
When his Number Two man, 
Thomas J. Watson, had learned all 
Mr. Patterson thought he could 
teach him, he was told to move 
aside in order to open up more 
jobs at the top. Mr. Watson went 
out and started International Busi- 
ness Machines Corporation. He 
made himself and his associates, 
to say nothing of the early IBM 
shareholders, a pot of money, John 
Patterson was tough. He was a 
driver and ran a one-man show. 
He trained more millionaires in 
his time than any other man, with 
the possible exception of John D. 
Rockefeller. 

John Patterson probably never 
heard about a “line of promotion.” 


10 


His policy of publicizing the 
growth of NCR and the daring 
methods he used to build sales and 
profits attracted ambitious men to 
his young company. There usually 
was a waiting list of applicants 
for the lucrative NCR sales agen- 
cies. Finding good men was not 
hard for Mr. Patterson. 

How well Mr. Patterson built 
his organization is evidenced by 
the growth it has enjoyed under 
the capable management of his 
successors. NCR profits last year 
were more than $18 million. 

Companies like Minnesota Min- 
ing & Manufacturing Co., whose 
sales climbed from $24 million in 
1940 to more than $300 million in 
1956-—-largely because of its ag- 
gressive research and its product 
development program (AMERICAN 
BUSINESS, February 1957)—pro- 
ject executive manpower needs for 
years ahead. This is an idea more 
growth companies might’ well 
adopt. The key executives due to 
retire can be determined well in 
advance, 

A reasonably good guess can be 
made as to which executives in the 
organization will move up _ into 
those jobs and who, in turn, will 
be most likely to replace them. 
Even if there is some question 
about the individual, there can be 
no question about the holes which 
pending retirements will open up 
in the management structure. Pre- 
vailing practice, it would seem, is 
to “wait until we come to that 
bridge before we cross it.” 

But what kind of management 
is that? It might be better if the 
top men in the business devoted 
more time to building their man- 
agement team in depth and less 
time on administrative chores 
such as constantly being called 
upon to meet representatives of 
the press, meeting with the union 
yrievance committee, attending 
conventions, and doing work 
which might well be delegated to 
others, as Dr. Donald Laird sug- 
gested in the March issue of 
AMERICAN BUSINESS. 

Few men today, as we all know, 
are qualified to run a growing 
business all by themselves. To do 
so would require. specialized 
knowledge on such complex prob- 
lems as electronic accounting pro- 
cedures, consumer motivation, 
market development, product re- 
search, and labor law. That is why 
the role of management in a grow- 
ing business is so largely that of 
developing a winning executive 
team. 

This is indeed a challenging re- 


FINANCE 


A business can grow only as fast 


as funds for expansion are made 


available—which sets the finan- 
cial officer up as a key man on 
the management team 


sponsibility. And it underscores a 
question which so many business 
leaders are asking: ‘‘What should 
be done to assure the business of 
that kind of management, not only 
for the present, but also for the 
next 10 or 20 years?” Here are a 
few of the “‘first things first’’ that 
the chief executive might consider 
doing, if he is not already doing 
them: 


1. Formulate and set in operation 
a forward-looking program for com- 
pensating key executives on the 
basis of the contribution they are 
making to the growth of the business 
and their ability to work with others 
on the team 


While it is true that most of the 
men who are guiding a business 
today attach as much importance 
to the intangible rewards which 
go with their positions as to the 
tangible 
check is still a motivating factor 
that has a great deal to do with 
their performance and job satis- 
faction. But, with taxes what they 
are, to attract and hold key men 
on the management team, their 
compensation must go beyond a 


compensation, the pay 


good salary. 

As George Saum of George Fry 
& Associates pointed out, an ex- 
ecutive pay plan should include 
some form of deferred compensa- 
tion—possibly in an employment 
contract which would provide for 
continuing compensation foliow- 
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PRODUCTION 


Keeping the business in a strong 
competitive position, pricewise 
and deliverywise, calls for con- 
stantly lower costs and at the 
same time improving the quality 


ing retirement; a share of the 
profits based on performance, with 
payments spread over a term of 
years; a pension plan; and, if the 
company is’ publicly owned, a 
block of stock might be set aside 
for him when certain goals have 
been reached. 

A really top-flight man would 
want the opportunity to build an 
estate, through stock ownership 
or through an employment con 
tract providing for severance pay 
geared to the growth of the com- 
pany. He seeks the advantage he 
would have were he engaged in a 
business of his own. 


2. ‘‘Spot’’ and contact young men 
who evidence executive ability and 
management skill in order to build 
a backlog of trained men able to 
assume management responsibility as 
the business grows. 


The president of one of the large 
insurance companies once said 
that to get the kind of executive 
talent a growing business need: 
today, it is necessary to look for 
men in unexpected places. You 
can't depend upon recruiting them 
from colleges and training them to 
order. You may hire men and 
train them, but you have no a 
surance that they will stay with 
the company long enough to repay 
the investment you have made ir 
them. 

This chief executive considers it 
his responsibility to pick future 
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The sales manager is the white 
haired boy today in most grow 
ing companies. He is the man 
who carries the ball when sell 


ing gets tough and profits shrink 


executives. When he attends a con 
vention or talks with a ministe 


or an important policyholder, 


invariably asks his friends if they 
know of any promising young men 
with management ability who 


might be interested in making 


change. He also gives special rec 
ognition to any of his executive 
who bring in men who can qualify 


as executive assistant 


Another way to get good execu 


tives is to turn the job over to 


firm of management consultant 


assuming that you are a client 
ich a firm. Give them the 
fication for the jobs you wi 


fill and let them hunt candidate 


for you. You will ha 


fee to cover the time 


man hunt, but companies which 


report that they 


3. Provide, through conferences 
personal contact, letter, or other 
means, communication within the 
management of your business—going 


down to the foreman in the plant or 


the department head in the store 


In pite of all tha a heer 


written and said about the impor 


tance of management Communk 


ans 


those 
zation i! 
Tr aL 


afriie 


ol keeping 


PERSONNEL 


As a business expands, it needs 
more and more good men in key 
jobs. Finding and training them 
is vital to the continued growth 


of any business 


pany, usually issue a weekly man 
agement letter; a good many hold 
periodical meetings of the execu 
tive staff; but in most cases man 
agement communications are 
limited to occasional memoranda 
ind lunch table conversations 

It is amazing how many com 
panies you find where one executive 
does not know what the others on 
the team are doing or even what 
fop management want done, Thi: 
is especially true of middle man 
agement, the supervisors who all 
too often learn about) company 
plat or decisions from an em 
ployee who read it in the new 
paper or learned about it from a 
friend. Systematic communicating 
from top management down and 
from middle management up, i 
the oil that keeps the management 

running smoothly 


4. Define and ‘“‘fence in’ execu 
tive spheres of authority to prevent 
infighting and empire-building, which 
are so often the undoing of growth 


c ompanies 


A Chicago public ervice com 
many Wa plagued with a lack of 
o-operation in its upper executive 
group, Instead of pulling together 

iny of the department managers 

d supervisors were not speaking 
one another, They were going 
of their way to pite” asso 

With whom they should be 

ing closely 
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By Dr. Robert N. McMurry 


Senior partner, McMurry, Hamstra & Company, Chicago 


A Common-Sense College 
Recruitment Program 


N the staffing of most organiza 
| tions, there is actually only a 
limited 
tunity for men who are basically 
qualified to be top-level executive 
and administrators, as for ex 
ample, “chiefs,” the so-called “dat 
ing entrepreneurs,” o1 


need, place, and oppor 


even “en- 
trepreneur-managers.’ 

In an average business establish 
ment, two or three at the most 
perhaps six really top 
level executives are all that are re 


five or 


quired and can be used, There are 
two principal reasons for this 
Kirst, too many strong, dynamic 
men in an organization are prone 
to be disruptive to company rou 
tines. They don’t lend themselves 
to the regimentation that a large 
business demands. Second, they are 
prone to fight among themselves 
(As the old saying goes, “There 
is room for only one bull in the 
pasture,” ) 

Most important, most businesses 
in reality rarely need men of great 
initiative, imagination, and 
trength in middle and lower man 
agement, numerically the largest 
group. This is because, regardless 
of the tithe and other emoluments 
upon the incumbents 
have little real 


bestowed 
they actually 
authority 
Below the level of vice-president 
including 
dents) in most companies, every 
highly structured and 


(and often vice-presi 
position is 
closely supervised, Typically, a di 
vision manager will be contacted 
in person or by telephone every 
two or three days (the maximum 
time span of self-determination o1 
autonomy seldom three 
Even regional managers in 


exceeds 
days) 
charge of groups of states neve! 
are allowed more than 10 days 
without being checked. In addition 
each sends in daily reports 

This means that for 90 to 95 
percent of your supervisory and ex 
ecutive positions (middle manage 
ment), you do not need —in fact, 


cannot use potential entrepre 
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At this season, the thoughts of businessmen turn to the 


young men who will graduate from our schools of higher 


education in June. What qualities does a growing business 


need in executive candidates when recruiting at the col- 


lege level? This question was 


his reply 


neur-managers. They lack the pa 
tience and need for structuring 
and supervision that would enable 
them to put up with the regimenta- 
tion to which they would normally 
be subjected in the process of mov 
ing up from college trainees to top 
executives through the usual steps 
in the management hierarchy. 

On the other hand, and fortu- 
nately, for every potential entre- 
preneur-managet! college 
graduates, probably 
1000 young men who will make 
good, loyal, conscientious workers 
to fill snug, completely structured 
and closely controlled supervisory 
and executive positions 


among 
there are 


This does not mean these men 
will not make valuable employees 
Many will be intelligent, well 
equipped technically, and very de 
sirous of meeting their superiors’ 
expectations. Their chief limitation 
will be their basic dependence and 
consequent intense need for se- 
curity. This will make it difficult 
for them to make decisions involv- 
ing potential risks, to initiate and 
pioneer (for fear the project will 
not be successful), or to function 
as participative leaders (it is safer 
to be an autocrat because then no 
one can question one’s dictates) 

On the other hand, a well-strue 
tured and closely supervised ac 
tivity demands no decision-mak- 
ing, calls for the exercise of little 
beyond the prescribed initiative 
and has a place for the autocratic 
superviso! 


asked Dr. McMurry. Here is 


Hence the 
submissive, conformist college 
graduate fits into middle manage- 
ment very comfortably and will do 
a much more than adequate job in 
most companies: His qualifications 
often match the job requirements 
very closely. The only danger here 
is not to be misled into believing 
that because a boy is qualified fo 
middle management, he is neces 
sarily qualified to be an entrepre 
neur-manager, (Of it Is 
also possible that even the top po- 


average dependent, 


course, 


sitions in a company are so highly 
structured that the company does 
not need a true manager all it 
Here an 
amiable conformist is all that is 
called for.) 

From a practical point of view, 
it would appear that college grad 
uates fall into three rough major 


needs is a conservator 


categories: 


1. Those who are potential en 
trepreneur-manage! 
2. Those who are qualified fo 


middle management and 
staff positions 


Various 


3. Those who, for a variety of 
reasons, are not suited for employ 
ment in a more-or-less regimented 


business organizatior 


One of the first decisions a com- 
pany must make i whether it 
wants boys in category Number 1 
Superficially 
but in reality, it frequently doe 
not. This is because 


considered it does 
uch boys are 
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very often hard to handle (thei: 
principal traits frequently include 
aggressiveness, often tinged with 
resentment of authority) and are 
even harder to hold. Not infre- 
quently, in consequence, they are 
prone to be disruptive. 

The second consideration in set- 
ting up a college recruitment pro 
insure the competence 
recruiter. This is 

most recruiters 
men like, or 
themselves. In 


gram 1s to 
of the 


because 


essential! 
tend to 
less qualified 
short, if the 
is mediocre, he will bring 
men better than he, many 
himself, and a number who 
less well qualified. Supe 
rior men will disturb him, and he 
will find rationalizations to justify 
them. In recruitment 
begets and accentuates 


favor 
than, 
recrulter 
in few 
like 


are ever 


rejecting 
mediocrity 
mediocrity. This is why we believe 
it is often better to use line rather 
than staff 
college 
To differentiate among the three 
groups which I have distinguished 
I shall outline them briefly 


l. The 
nanage?T 
cially by 
Imayination 


men as recruiters at 


above 


potential 
He is characterized espe 
unusual initiative, drive 
and self-reliance. Be 
cause of these, he is quite likely t 
be somewhat nonconformist in hi 
thinking his manner, and _ his 
While intelligent, he is 
well thought of by hi 
he may be insufficiently 
docile and conformist. (It is said 
that of the Who 
Who, roughly one-half come from 
the top of the classes and the othe: 
half from the bottom.) 

On the other hand, his range of 
thinking is exceptionally good (he 
narrow technologist) and he 
his beliefs. In many 
respects, he is a but a 
not an anarchist. He 
exemplify the 
but has his 


entrepreneur 


dress, not 
always 


teachers 


engineers in 


Is no 
Stands up for 
rebel; con 
structive one 
does not always 
middle-class virtues, 
own standards. He is often an au 
tocrat. He _ is infrequently 
ruthless, and he is a tough man te 
tangle with when the chips 
down, It is probable that many of 
the old titans of 
sentially of this type: 
Vanderbilt; Jay Gould; 
ler, Sr. John L. Lewis; 
Beck; and Petrillo 
directly in management 


the same type 


2. The 
and-solid 


not 
are 
business were e: 

Hearst 
Ro kefel 
Dave 
although not 
are of 


technician and the sound 
member of middle 
agement; Here the emphasis (not 
usually expressed openly) is upor 
securitu through conformity. Thi 
is the intelligent imaginative 


man 


and 
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but fundamentally 
dividual who finds security 
through submission to authority 
both on and off the campus, In 


consequence he is the good sol 


dependent in 


Few of the students walking on this 


tined to be top-level executives. But 


recruiters should stop trying to lasso the 


president and concentrate on filling 


; 


diet! w hie neerely attempt 


meet hi and ibse 
quently ni Kpectanclh 
He need 


offer 


and 


along with people, adequate (but 
leadership, drive 
and self-reliance, suflicient motiva 
tion to work, and a 


Tree of 


lot excessive) 


reasonable de 


emotional maturity and 


hundreds of other campuses are des 


business is beginning to wonder if its 


hot shot’ who wants to be company 


ts middle-management staff openings 


from emotional 


tment 


The 
applicant 


margqmal of 
Ile j the boyv who 


eriously deficient in intel 


nie mploy 
Lhile 

either 
igence or in the 
Vill-do 


tne 


ariou cj 
qualitic or ha 


obviou limitation uch 


can be detected rather easily 


the selection procedures which 


been developed and which 
as well to college recruiting 
election 


6 other types of 


that for 
(pos 


men you employ 


iming obviou rea 


the majority ibly even 


ill f the college 


be from Group 2, the next 








Most people think the President was just indulging in jawbone 


economics when he talked about wage-and-price controls—but 


that is what others thought about a similar warning by another 
Chief Executive back in 1943 


If Salaries Were to Be 
Frozen Tomorrow 


By E. M. Ryan 


ERHAPS this is one of those 

“iffy” situations that busy 
management men tuck away in the 
“we'll cross that bridge when we 
come to it” drawer of their desks 
Doing so, however, could be rather 
expensive 

Should a freeze come, it will de 
scend upon us with little or no 
warning. After the stock exchange 
is closed on “F-Day,” President 
Kisenhower will sign the enabling 
order, and the first thing you will 
know about it will be when you 
turn on your radio while eating 
breakfast or when you read the 
morning paper. The freeze will be 
on, How would it affect you? 

At a conference on executive 
compensation sponsored last fall by 
AMERICAN BUSINESS in Co-opera 
tion with the University of Illinois, 
the possibility of the reimposition 
of wage-and-price controls was 
discussed. A Mideastern Korea 
could do it. If prices get out of 
hand resulting in open-end infla 
tion, that would do it. It might not 
happen, but it could. So the mod- 
erator at the executive compensa 
tion conference asked the repre 
sentatives of the 65 companies 
present if those who had estab 
lished minimum and maximum 
waye-and-salary schedules for 
each job classification would raise 
their hands. Only three hands 
went up. 

Now it might well be that Presi 
dent Eisenhower was just tossing 
a typical Washington trial balloon 
recently. But it could have been a 
carefully warning to 
business to prepare. He implied 
that unless management and labor 
do something about creeping in 
flation “else” will be 


considered 


something 
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done. It doesn’t take a Ph. D. to 
grasp the meaning of this impli 
cation. In the spring of 1943, 
President toosevelt issued the 
Wage Stabilization Order that 
gave business such a rough time. 
It can happen again. According to 
one top executive with whom we 
talked the other day, “It not only 
can happen but will happen unless 
something drastic occurs to ease 
the world crisis.” 

We might as well face a few 
facts. True, in some respects we 
are in a completely different situa- 
tion than we faced in 1943—but 
not as different as a lot of people 
think. We have a much highet 
salary scale nationally in all job 
levels (and a higher price scale to 
go along with it). We are knee- 
deep in an inflationery period, 
whereas we were still battling ow 
way out of the Depression at the 
start of World War II. But here 
the difference ends, The world of 
1957 is smaller than the world of 
1943. The world of a decade ahead 
will be smaller still. Our dollar has 
already lost much of its buying 
power, and further inflation might 
wipe out the savings of millions of 
our people. No government in its 
right mind would let that happen 

Let’s review the past for a 
moment, There is reason to believe 
that a wage-and-salary freeze in 
1957 would follow the pattern of 
the 1943 freeze. Dribbles of “in- 
side information” that have a pe 
culiar way of leaking out indicate 
that the plan is similar. The dis- 
advantages that befell manage 
ment when Mr. Roosevelt issued 
the Wage Stabilization Order were 
incurred by salary commitments 
already made to employees and 


the fierce pull which war _ plants 
were exerting on all nonessential 
personnel 

What kind of a business are you 
in? Will it be 
tial’? Or will a great war plant 
mushroom in your area and 
steadily siphon off your em 
ployees? That’s what happened 
last time in many areas through- 
out the country. The nonessential 
business operation was really in a 
pickle. Wages and salaries were 
frozen tighter than an Arctic ice 
block could 
more than they were 
making, and—to cap the climax 

great masses of employees were 
needed in the war effort. They 
went into war work in droves 
leaving hundreds of small me 
dium-, and large-sized businesses 
in one of the biggest employee 


considered ‘“‘essen- 


employees get no 


presently 


shortages ever seen. As one execu 
tive put it, “You think the em 
ployee market is tight today? A 
an old-timer, let me tell you some 
thing—‘you ain't een nothing 
yet.’ If a freeze occurs this time 
and if industry isn’t prepared to 
cope with it, things can be much 
rougher.”’ 

Let’s take a look at an excerpt 
from the Executive Order issued 
April 12, 1943. It deals with stabi 
lization of wages, and 
prices, Part of the text follows 


salaries, 


regulations issued purs 
thereto over wage-and-salary 
creases are directed to authorize 
further increase in wages 
except such as are clearly 
to correct substandards of 
vided that nothing shall be construed 
to prevent such agencies from making 
such wage-and-salary readjustments 


as may be deemed appropriate and 
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may not have heretotore been made 
to compensate in accordance with the 
Little Steel formula as heretofore de- 
fined by the National War Labo: 
soard for the rise in the cost of living 
between January 1, 1941 and May 1 
1942 

Nor shall anything herein be con 
Strued to prevent such agencies sub 
ject to the general policies and dire« 
tives of the Economic Stabilization 
Director from authorizing reasonable 
adjustments of wages and salaries in 
case of promotion classifications 
merit increases, incentive wages, or 
the like provided that such adjust 
ments do not increase the level ot 
production costs appreciably or fur 
nish the basis either to increase prices 
or to resist otherwise justifiable re 
duction in prices 

The Chairman of the War Man 
power Commission is authorized to 
forbid the employment by any em 
ployer of any new employee or the ac 
ceptance of employment by a new em 
ployee except as in accordance with 
regulations which may be issued by 
the Chairman of the W.P.C. with the 
approval of the Economic Stabiliza 
tion Director for the purpose of pre 
venting such employment at a wage 
or a Salary higher than that received 
by such new employee in his last em 
ployment, unless the change of em 
ployment would aid in the effective 
prosecution of the war 


Simply put, the Executive Ordet 
said an employee could not change 
jobs to better his income unless (a 
big one, too) he went into war 
work or the armed services. Where 
did that leave companies which 
were not classified as war plants? 
Ask some executives who _ lived 
through that period. We did, and 
here was one reply: “It left us in 
a position of working along at the 
lowest, poorest, most unproductive 
rate we ever encountered. 

“Management lost its spark to 
create-—employees were _ listless 
and didn’t care if they had a job 
or not. And why should they have 
cared? They couldn't get more 
money. Some of those people we 
had in those days are still with us 
They have become important parts 
of our company staff. But the 
great majority went where the 
money was. We realized that wat 
work was vital and essential —but 
some of us were basic industries 
though we were not classified as 
essential. I hope, if it happens 
again, the Government will show 
more sense than last time.” 

One thing seems quite certain 
Whether another wage-and-salary 
freeze descends on us or not, we 
must assume that it can happen. 
Mr. Eisenhower has said that he 
doesn't like controls. He _ also 
states that they could become 
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necessary. Assuming that it will 
not happen again is like canceling 
your life insurance because you 
haven't died in the 20 years you 
had it. You will need it someday 
at least those who depend on you 
will 

Can a company prepare for the 
wage freeze so that if and when it 
comes there is a chance to offei 
employees an opportunity to ad 
vance on the basis of merit? It 
can be done. It was done by some 
progressive firms before the freeze 
of 1943. Here's the way many 
companies did it 


] Have each employee fill in a 
job description form 


2. When completed these form 
should he checked by a Supe rvisal 


and corrected where necessary 


3. Next, they should be tudied 
and rechecked by the personnel ex 
ecutive, followed by personal ir 
terview where they seem to be 


advisable 


1, When the interview have 


heen completed the job form 
should be grouped into imila 
categorie to establish definite jol 


classifications 


5. Sort the job forms in eacl 
of these group classifications int 
grades to establish minimum and 
maximum rates for each group 
classification 


6. Analyze the reason for anys 
pay differential found in eacl 
classificatior giving weight ( 
seniority, merit consideration 


and other factors on which wage 


tandard withir 
each classification based on. the 
considerations of seniority, merit 
and factor related to individual 


produc tol 


®% Then evaluate each employee 


in the tern of the ratings thu 
established assuming that each 
employee ] entitled to the merit 


rating he enje 


9 Prepare a job-classificatior 
ystem covering every job in the 
plant and office, which will include 
the pay differential and land 
ards and a ip’! pay value 
eacn oD 

10. Wher ih a job-classifica 
hor ten a Hee! prepared 


} 
representing the established mini 
mum and maximum wage rates fo! 
each group of jobs, check it if po 
sible with existing classificatior 
of the I 


local industrial associatior Oo} 


< 


Employment Service 


others in your area 





Fighting in the Mideast could flare 


up again and prompt a salary freeze 





In such an emergency, strikes for 


salary increases would be outlawed 





Prices are also certain to be locked 


at the time of any such wage freeze 


Phe if a wWwaype-and-salary 


eeze dot Corrie you will have a 


ayve-and-salary schedule all read 


file that el aay if need te 
} thie Nave tabilization au 
norit and you can operate undet 
beside establishing a job-cla j 
fication ysten it would be well 


enect your compensation prat 
ties Make iné they cover all 


ibilitie ind eventualities that 














may develop. Check the possibili- 
ties of pension and insurance plans 
for employees, See what can be 
done to get utility out of them in 
the event of a freeze. The last 
freeze left employers free to be- 
gin to pay insurance premiums up 
percent of an employee's 
compensation and to make un- 
limited contributions to a properly 
drafted tax-exempt pension or an 
nuity plan. This method of giving 
employees increases was not only 
permissible but was used to keep 
personnel permanently employed 
during the war period 

A lot of companies have estab- 
lished incentive work plans since 
World War II, If they are in ef- 
fect, or the machinery to adminis 
ter such plans is ready to go 
chances are Government approval 


to 5 


can be obtained to continue them 


thus keeping employees’ pay 


checks in line with their produc- 
tion on the job. 

3onuses, if we follow the pat- 
tern set in 1943, cannot exceed 
the amount paid the previous 
year. However, it was possible to 
pay a higher bonus if it was on a 
contractual basis. The amount 
could exceed the year before if the 
rate and method of computation 
remained unchanged, 

So you see, it all adds up to pre- 
paring for any eventuality that 
may develop. It might pay to 
spend an evening reviewing the 
wage-price freeze of 1943. Those 
executives who were not around 
during the last freeze would do 
well to find out as much as they 
can about the problems of that 
day. 

We all hope and pray that an- 
other wage-and-price freeze will 


not be necessary. But the very fact 


that the President of the United 
States deemed it necessary to 
mention such a possibility in a 
news conference can only be inter- 
preted as a significant act. It could 
be the only warning business will 
get. Until the hot spots of the 
world are reduced to peaceful so- 
lutions; until all tensions are di- 
minished; and until political, eco- 
nomic, and philosophical differ- 
ences of mankind are resolved, the 
possibility of such a freeze exists 
Keep in mind another fact—-until 
a Korean peace treaty is signed, a 
state of emergency exists and con- 
gressional action is not necessary 

Employees are hard to come by 
these days, and it is a problem to 
get good ones. It can be worse 
The best advice you can give your 
management people is to review 
what happened before and be pre- 
pared just in case 





IIIness in Industry Examined 


ROLONGED illness and absence 
Pp from the job annually costs 
$2 billion in production time. The 
production lost is) the work = of 
153,000 men for a full year 

Lost wages and personal medi 
cal expenses resulting from pro 
longed illness total $800) million, 
or 13 percent of the annual income 
of employees in private industry 

These figures are among the re 
sults of a five-year study of non- 
occupational illness by Research 
Council for Economic Security 


Financed by grants from private 
industry, the massive study cost 
$250,000, It 
193,856 employees of 145 firms, 
both in manufacturing and = non- 


more than covered 


manufacturing industry. In_ the 
course of its study, the Council 
actually initiated work with ap 
proximately twice this number of 
firms and employees, but final data 
includes only those firms which 
kept records for a year or more 
The study was launched in 1951 
and completed in late 1956 

The study also revealed that 
prolonged illness struck employees 
at the rate of 39 per 1,000 on the 
payroll 

Other findings of the 
study include 

Rate of prolonged illness-absence 
increases by age, with the 55-64 
brackets having six times as many 
as the youngest group, 14-24 

The rate for production workers 


recent 
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was higher than for salaried 
workers, the former being 44 per 
1,000 and the latter 30 per 1,000 

Women had more prolonged ill- 
ness-absences than men, the rates 
being 51 per 1,000 for women and 
32 per 1,000 for men. 

Nonmanufacturing industry had 
a higher rate (43 per 1,000) than 
manufacturing industry (35. per 
1,000). 

Ninety-three percent of the ab 
returned to work § after 
their illnesses 

Prolonged illness accounts for 
35.3 percent of all time lost from 
the job because of illness. It is 60 
percent of the time lost during all 
absences of one week or more. 

Hospital care was needed by 
percent of the cases and the aver- 
age hospital stay was 2.5 weeks. 

Of the 145 firms covered, 49 
were classified as durable manu- 
facturing; 60 as nondurable manu- 
facturing; and 36 were non- 
manufacturing. Of the total, 68 
had under 500 employees; 23 from 
500 to 999; 30 from 1,000 to 2,499; 
20 from 2,500 to 4,999; and 4 had 
5,000 or more employees, Statis- 
tics are based on annual payroll 
and thus were broken down into a 
man-year count. Firms are located 
in every geographical area of the 
United States. 

The median wage of the em- 
ployees covered by the study was 
$3,485 annually. 


sentees 


7n 
fe 


) 


Gross average 


costs were $717 in lost wages and 
$342 in medical costs. Average net 
wage loss was $323, which is 9.3 
percent of income. Average net 
medical cost was $129, which is 
3.7 percent. The study showed 
medical costs to be higher for men 
than for women, lower for older 
workers, and higher as the income 
level rose. Hospital charges formed 
51.7 percent of total medical costs 
and physicians’ fees 38.5 percent 
for a combined total of 90.2 per 
cent. 

Of the employees studied, 6,201 
had prolonged illnesses, defined as 
lasting more than four weeks 
Average duration of these illnesses 
was 10.9 weeks. 

The study disclosed that the 
diseases which affected the work- 
ers were the everyday type which 
affect everyone. The greatest num- 
ber, 23.6 percent, was affected by 
ailments classified as diseases of 
the digestive 
hernia, appendicitis, ulcers, and 
like diseases. Diseases of the cir- 
culatory system were next with 
12.9 per cent of the cases; with 
accidents, poisonings, and violence 
third with 11.1 per cent. 

The study of prolonged illness- 
absenteeism in private, nonagri 
cultural industry is one of the 
most massive research investiga- 
tions ever undertaken. Results of 
the study are published in a book, 
Prolonged Illness-Absenteeism. 


system, such as 
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A veteran sales man- 
ager thinks we are ~ 
putting the cart 
before the horse 

in hiring salesmen 





Which of these two salesmen would you hire which one would 


your 


business with? 


Self-Starters on the Sales Force 


By F. E. L. Whitesell °°" '« =*! 


and depend upon 
pany that has 


straightforward bu 


HAVE just returned from an in The integrity of 

teresting meeting in San An- far as the buye 
tonio of the Electrical Equipment largely judged by 
Representatives Association, of its representative 
which I am the executive directo: ales integrity ci 
The electrical industry is a grow portant than nev 
ing industry. One of the purposes deliverie new 
of our meeting was to explore triguing prices and 
ways we could develop more sale: Integrity in a 
power to keep pace with this the house as well 
growth. We wanted to take stock Such a man will 
of our sales organizations to se« better than the 
what could be done to step up our only is concerned 
volume of business, build more He will be hone 
solidly for the future, and bette: ust as he is hor 
serve oul principals tomer and his he 

In the last analysis, the best up on himself 
salesman ‘for any business that i: his character qualification 
serving established customers is growing, that he 
the kind of salesman with whom knowledge of the 
customers want to do_ business custome! need 
Their ideas may be very different he will honestly 
from our estimate of a good sales bad working habit 
man. A professional salesman prove good wot 
must be responsible to his cu Will be a self-stat 
tomers. Too often, in selecting When a high per 
salesmen, we think mainly of find alesmen are 
ing a man who is what we con good manage! 
sider a “go-getter.”” But how doe will come dowr 
a customer react to that type of the stability that 
pressure _ salesmanship? How ager seeks in } 
would you react as a buyer? tie he sale 

The most important qualifica tarte A chec} 
tion of a salesman from the cu he is cove 
tomer’s point of view Is Integrity erving | 
In the long run, other things be have to be i 
ing equal, the buyer gives his busi these | 
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Ihe 


vement at home el the need 
lie will prepare for the interview 
lle will make planned presenta 
tions. He will learn how to meet 
bjections and how to close the 
ale most effectively 

After all, selling is a= simple 
friendly proces The buyer has a 
eed: the salesman has a product 
wv service to fill that need. So they 


it down and discuss the problen 
I liked the way Bill Gove, speak 
ing before the Sales Executive 
Club of Central Florida, put it 
elling i wapping You pive 
mething to get something. There 
need for training, for argu 
in or for trving to trick = § the 
huye Into giving you an ordet 


\nd finally, the salesman who 


honest with himself who has thi 


quality we call inteprity will real 
i/t Mare and Trieote “a he ‘ Mprerri 
ence the re illts of pood customer 
elation that it j the pricele 
gredient in successful salesman 


hip. It is the one thing he has t 
ell that no competitor can take 


iway from him. It is what make 


thre difference Dpeiweel the ordet 
lake and the truly) professional 
ilf i 

} / yeie vile j 
/ u ‘ (lut vel ror 
} ‘ ed / Winte Parl la 
; oy wou ig / addite / 
1 BRERA. he qantcoerd and 4 
‘ i hie ile hrecutiwe 
j ('s il J la M W hte 

ha oda pi il chive 

j / / 

if 
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This rather long-winded report, in letter form, concerns 
an imaginary call made by a contact man upon a pros 


pective client. It uses 330 words 


the TAM MANDY Onpenipetion 


A 





J iil 

to say what this formal report says in 130 words. Even 
when forms specifying the essential information required 
are not available, reports will be condensed if a suggested 


form for reports is provided 





It is estimated that an executive spends 40 per 
cent of his time reading letters, reports, and other 
material presumed to bear upon his work. It is 
also estimated that more than one-half of that 
time is wasted because the material he is re 
quired to read is of little, if any, value to him 


in carrying out his executive responsibilities 


Is 


“Tea “/hiuge 


la 


When You Sit 


By Cameron McPherson 


One of the hidden losses in every business is 
executive time lost reading wordy and rambling 


reports. President Eisenhower requires that all 


routine reports coming to his desk must be boiled 
down to one page. Here are some suggestions 
that may help those who report to you to pin 
point their reports so as to conserve your time, 


as well as the time of others who must read them 


1. Who Will Read It? 


A report is not a literary effort. Its purpose is to 
communicate ideas, facts, and opinions from you to 
others in the organization. So the first thing to do is to 
select the one person to whom the report will be most 
important, and write it to him. Keep him in mind, and 
if that person is a man of few words who likes his facts 
straight, so much the better. A good report, like a 
man’s legs, should be “long enough to reach from his 
waist to the ground,” and no longer. Outline the points 
to be covered and then start writing 


KEEP (Tf SHORT 


2. Get Quick Attention 


The first page of most multipage reports is given 
over to so-called “background material” which usually 
is well known to those who read the report. Boil it 
down-—or, better still, leave it out. State the purpose 
in as few words as possible—itemize it if you can 
and then come to grips with the facts. A cardinal prin- 
ciple of good editing is to blue-pencil introductions 
Few executives have time to wade through them. 


3. Make It Objective 


The people to whom we report are seldom interested 
in what we think. But they are interested in what we 
know, Top management especially wants reports which 
present both sides of a problem and are not written to 
support a preconceived theory or the opinion of an as- 
sociate, Above all, don’t write reports with the idea of 
making an impression. Let the report sell itself 
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Keep ta Wind 
Down to Write a Report 


4. Practice Restraint wrermad neangecentnionscntare ne ar tyalntathven shh sa 


Vhich have an important bearing on the matter unde 


Your report need not be stuffy, but it should take a msideration, Clarify key points by using positive and 


conservative approach to the problem or situation u 

der consideration, Avoid extravagant statement 1 

supported by facts, obviously designed to “prove” a 
preconceived idea or theory. Be exact. If two peopl Gi P| f hi 

5 

say thus and so, don’t report it as “many people 9. ive It enty 0 if 


‘most of those I talked to.”’ Don’t dream up trend 


evative tet hnique 


~~ 


\ good re port hould invite reading ~ dont crowd 
i i lot of words into a little space, If practical, leave a 
Wide margin at the right of the report for notations by 


the executive who will read it. Make plenty of copies 
5. Spell It Out An electric typewriter using pica type can make 12 
Clear copie Indent liberally 


The typical executive is too much concerned with 
getting on with his work to take time to dig out pe 
tinent information from a deluge of words. So spell it 
out for him, List the facts in 1-2-3 order. Set off the 
several parts of your report with headings. Make it 10. Button It Up 
easy for him to get the gist of the report. His time 
valuable; his patience is short. 


Conclude the report with a brief summary of points 
covered and (if it seems desirable) offer your recom 
a 7 mendation of the action to be taken, Top management 
men like concise reports that recommend action; but 
if your recommendations are rejected, don't let it 


i} 6. Document the Report throw you, Only those responsible for the operation 


of a business or enterprise have the over-all perspec 
ay One of the best ways to make a report inviting | tive needed to make important policy decision: 
read and easy to grasp is to use attachments rather 
Ki than incorporate the exhibits in the report. Refer t 
the exhibit by number so that if it is of interest, it cai 
be easily consulted; otherwise, it can be skipped the as p 
first time around, Use footnotes to cite authoritie The Fast- Reading Fad 
sources of data, and other factual material mentioned 
‘ In an effort to reduce the time lost from having to 
do so much reading, many executives have taken up 
fast reading. A British columnist makes this rathet 
7. Break it Up nteresting comment upon this “fad as he terms it 
somebody seems to have discovered, with a flash of 
3 Long paragraphs are poison, Hold them down to a mething akin to revelation, that executives trundling 
few lines, Key the paragraph so that when an execu along at a reading speed of a mere 175 words a minute 
tive starts to read it, he will know what it is all about cannot possibly read all the stuff that is put on their 
Indent and underscore important points—but point desks, Nobody inquires, of course, whether all of it j 
that are important to the reader, not just to you, Re worth readit 
member, too much underscoring defeats its purpose 
Number sections and paragraphs when practical ! We are told that we must not be ‘word’ readet 
easy reference in commenting upon the report ve must put a finger to lips and larynx to be sure that 
Ve do not n ith the Vvord We must take in whole 
blocks of words at a time and whip up our speed to 
00. 600 even 700 a minute. Anything le than thi 
e . pel] irtual illitera 
8. Clinch Each Important Point 
But there, perhay the secret of the thing. The 
To make doubly sure that the reader dos t lice executive is 1 i ed to get pleasure from hi 
off and fast reading is the vogue today—indent and eading. He ist gulp his reading matter as he gulp 
underscore key points. But first boil them down to the marti 
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ITHi the pressure on_ profits 
W growing more acute, pro 
companies took definite 
teps to cut down office and ad 
Solutions to 
this common problem ranged from 


Vressive 
ministrative costs 


installing electronic 
a complete review of reports re 


computers to 


quired by the home office 

Kor example, a manufacture! 
spearheaded a study of all operat 
ing and statistical reports in one 
of its 
number of reports by 60° percent 


divisions that slashed the 


Some reports were eliminated en 
tirely; others were combined s« 
that a single report replaces three 
or four Besides — this 
two-thirds of the remaining re 


economy 


ports reach the operating manager 
much faster, The staff photocopies 
working pape! instead 
of making formal reports, and the 
department head draws his con 
clusions from the facts and 


original 


fivyures 
The rest of the idea 
adopted — or 


presented 
here can also be 

adapted by companies seeking to 
put the lid on costs. For the ex 
ecutive interested in upping the 
efficiency of his department, there 
are many hints to help him make 
a greater contribution to a health 


ier profit picture for his company 


Concentrate on Management 
Practices 


A four-point) general 
has worked well for W. R. Grace 
& Co., New York, in its continuing 
battle against rising costs, Thoma: 
Ik. Hanigan, Jr., assistant vice 
president, credited this type of ap 


program 


proa h and the concentration § or 


improvement of management prac 


Twenty-Five Ways 


tices and procedures for develop 
ing “a cost-conscientiousness in the 
organization 


necessary to 


Which is absolutely 
successfully reduce 
and control expenses 

‘l. We established a manage- 
ment consultative services division 
to Improve management organiza 
tlon and practices at the various 
levels. Emphasizing our program 
of decentralization of operations 
we try to keep functions of the 
various administrative offices to a 
minimum to avoid duplication of 
effort 

“2. We reduced the number and 
size of reports flowing into head 
quarters by simplifying our finar 
cial reporting system throughout 
the country 

‘3. Our 


specialized systems and 


methods group reduced costs in 
many units by improving our of 
fice and financial 
Work simplification and increased 
use of machine accounting played 


important role: 


procedures 


‘4. Our permanent budget com 
mittee scrutinizes and reviews all 
budgets submitted and follows the 
development of actual 

the budget 


expenses 
during the 


Goodrich Put on the Brakes 


William S. Richardson, president 
of The B. F 
Akron, reported that his 
applied the brake to 


Goodrich Company 
company 
mounting 
costs Of administration last year 
with these measure 

1. We established communica 
latest 
telephone 


tion centers, using the 
equipment, to cut dow! 


7 


and telegraph co 


By Marilyn French 


“2. We intensified clerical work 
analysis and office work-simplifi- 
cation programs. Supervisors and 
clerks co-operated in challenging 
all paper work functions and i: 
scrutinizing daily procedures that 
had been taken for granted 

“3. We installed tighter budge 
controls and stepped up cost re- 
duction goals 

‘4. Top. divisional 
screened requisitions for extra o1 


manapel 


replacement employees 

“5. We began operating a flee 
of automobiles under a lease-mat 
agement instead o 
using 
owned, and rented-car plan 

“6. We made test installations 
of electronic computing machine 


arrangement 


salesman-owned, compan) 


The studies alone that had to be 
made before installing such equip 
ment produced saving 


Set Budgets for Departments 


Two main ways to combat the 
squeeze on profits were brought to 
light by Minnesota Mining & 
Manufacturing Company, St. Paul. 
The general office manager, H. |} 
Larson, described the methods 

“1. We set a percentage of sales 
as a reasonable cost, based on past 
experience, for each department 
or group of departments. Whe 
ever a group exceeds this 
centage, it’s our signal te 
and take action 

“2. We 
system, the most 


installed a 

recent 

our office mechanization program 
The installation, made last fall 
climaxed two and a half years of 
preparation, mainly in program 
ing the different procedure We 
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to Ease the Squeeze on Profits 


Although annual reports for 1956 from many companies 


show increased sales, their profits declined. Management 


men in growing companies share the methods that proved 


especially effective in cutting office and administrative ex- 


pense last year. These ideas worked for them; put them to 


work for you 


hope to include many more tasks 
now handled by other means 


Though the savings are small Keenly interested in keeping of 
they will be substantial when we fice and administrative expense 
can increase the volume of work down, Granite City Steel Con 
on the computer system.” pany, Granite City, IIL, has f 
lowed these police les 
Five-Angle Approach “1. We are constantly alert 
; any undue increase in expense. We 
United Air Lines, Inc., Chicago ; 
watch the trend, because in 
achieved results with a variety of 
: period of full operation, the pre 


approaches to the problem of off 
setting the pressure on_ profits 
Hal EF. Nourse, vice-president in 


spending on 


result in wa 
charge of economic controls, wa 
enthusiastic about these steps to “2. We in 
ward the goal handle pay 


and other 


rr 


Granite City Steel's Policy 


administration ¢ 


tefulne 


talled 
ll, lab 


tW 


ol 


0 | 


dl 


computations 


nivacs 


1 


tribution 


formerly 


sures for increasing personnel and 
ifter 


‘1. We tried a sampling ap done manually or by tabulating 
proach in many accounting and equipment. We intend to put a 
data-gathering areas. One sam much work as possible on these 
pling application alone, in the computers in order to keep pet 
settlement of accounts betwee: onnel additions ¢ 1 minimun 


airlines, is saving us more thar 
$40,000 a veal 


‘2. Electronic and machine ap 


Industrywide Co-Operation 


\ 


The operating department of II 
plications in several areas were i: , ae é' 
; linoi Central Railroad, Chicas 
strumenti redt yr COSIS , 
ide " CaUCcing continually review and make 
BS nocvectior garding th aD 
3. Our clerical cost control pre it k egaral Wr; as 
work at it tatio ayne 
gram (work standards) in ae oh ' vane , i : 
. Jonnstor ) ide! I j . t! 
counting jobs saved 15 percent i presen aah eggs 
biggest proje ar mplished la 
manpower during the yea) 
Veal 
1. We re-evaluated service Iw mpletel 
i y t HiT } ‘ y ‘* 3} ¢* » 
levels and related them to cost :' 
methods and procedure hudl 
facilities, and equipment through +} ' 
ne pape! WOK requiremet f 
advanced — techniques In many ‘ ‘ | 
: he accour Linipy depat met rh 
‘aS ‘ é i at 1 
areas, work sampling is a prea tuds highlighted many rt 
help in determining work distribu where the volume of paper we 
tion and better use of employee could be reduced and where 
time and abilities could achieve e ; ly 
‘ . cal } 
9. We use a yearly profit pla: 
which is important in our over-all! 2 We perated il 
cost improvement program. Thi others in the indust f 
plan has helped greatly in making of a ittee formed by 11 
managers and_ staffs extremely Board of the A iatior f Arne 
cost-conscious.” Cat Railroad | ‘ 
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ad clerical work. A a result 
railroads uniformly report basi 
information between carriers on 


punched cards to eliminate much 
duplication of work 


More Use of Modern Equipment 


Long a user of electronic equip 
ment for sales analysis, office and 
factory payrolls, inventory con 
trol, and so forth, Dixie Cup Com 
pany utilized modern equipment 

peed up tatistics needed by 
the home office in Easton, Pa 
hipping copies of orders now at 
rive in the hipping department 


hou earlier Invoices go out 
oonetr the tock status report 
reache central planning fastet 
Accurate sales statisth are adi 


patched more quickly to market 


esearch, accounting, and sales de 


partment which need them to do 
their jobs more efficiently, John B 
Taylor ice-president and = con 
troller, explained that these step 


rave faster, more accurate data on 


billings to customer 


1. We installed a Cardatype 


ten which means typing »b 
rd to handle orders and bill 
ns kor instance a five-item 
rder can be completed in’ three 

ites, The Cardatype also a 
tuates a key punch which punche 
i sales analysis card for each item 
rdered, for use by the ale md 


rccounting department 

Z We lea ‘ ad teletype NVriteqg 
ervice, This gives us instant type 
written communication with each 
f our plant and lesser long-di 


tance call 


Budget Control System 


{) Jenning Davi ecreta 








Insurance Company in Nashville 
Tenn., mentioned that his com 
pany faced up to the problem of 
cutting administrative costs se\ 


eral years ago 


1. We adopted a budget control 
system which has been depart- 
mentalized and subdivided — into 
divisional operations and has 
proved effective 


2. We set up a long-range pro 
zram of mechanization. This yea 
we installed a computer system 
which, when in full operation with 
a complete conversion of our data 
processing, will bring about 
further improvements in our office 
and administrative expense ratio 


Productivity Is the Answer 


Companies that are skeptical of 
cost-reduction programs may 
realize their importance by look 
ing at the consumer magazine in- 
dustry. The recent deaths of three 
magazines with healthy circula- 
tion and advertising revenue have 
awakened the industry to the need 
for ways to improve profits and 
insure growth. Post-mortems re- 
vealed major factors were poor 
financial management and failure 
to give people what they wanted 

Commenting on this in_ his 
fourth annual publishers’ forecast, 
sjernard P. Gallagher, magazine 
broker, summed up the situation 


“Like other industries, publish 
ing now knows it must make ef- 
ficiency pay off. So the emphasis 
from now on in all these cost areas 
will be toward greater produc 
tivity. This will apply to the mar 
behind the typewriter and the man 
out selling space as well as to the 
man behind the Linotype machine 
and the clerk in the mailing room 
This makes excellent sense. You 
can't lower the dollar expendi 
but you can get greater ef 
ficiency and greater productivity 
for every dollar spent. The pub 
lishers who successfully increase 
net profits by the end of this yea) 
will be the ones who have been ef 
fective in cutting out waste 


tures; 


How One Company Cut the Cost of Operating Salesmen 


In a period of close profits, the need 


mens operating expense pinpointed 


The following economies were suggested 
subscriber to the “Dartnell 


ayers by a 


1. If any of your departments are 


some drastic steps 


accustomed to ren 


for cutting sales 14. Centralize 


to branch man 
Sales Service 


methods 


dering exhaustive reports, consider eliminating all such 


work until October 1 or balance of 
absolute essentials. Some companies are eliminating cer 


tain district report 
2. Where § 


expre 


4. The only allowances to city representatives regarded 
4s necessary are for carfare, not including to and from 


homes. No lunch expense 


4. In offices where a large amount 


ence is conducted with sales force 
expensive item. Use comment slips 


amd return to writer 
wherever possible 


®. If the practice has been to send bulletins to the sales 
force on every conceivable subject, cut down to essentials 


ar, except only 


unday expense is allowed, consider dropping 


the axe on this 
instead of dictated 
letters. In many cases note brief reply on original letter 19. All shipments 
eliminate copies of correspondence 


and demurrage reports, et 


17. Perhaps 


Various records 


January | 


ol correspond . 
18. Cut down 


ordinarily sent 
freight 


in writing and 


Send only instructions and such material as will help 
the men sell or will encourage salesmen to devise new 21. Reduce inventories of advertising matter wisely 


methods in getting sales volume 


6. Clear important information or 
division managers 

7. Drop express shipments where 
special approval of sales executive 
save rehandling 

8% Combine cartaye deliveries and 
avoid special deliveries 

9. Where it has been the custom 
every matter of slightest importance 
airmail letters 


1O. Centralize purcha ‘ ol stationery 


ll. Sales manager, or district managers familiar with 


ferritories, can work out traveling 


each territory, basing limits on liberal 
average expense for previous months 


assign specific limits on. traveling 


district, having managers prorate same 


12. Where Saturdays are not used 
salesmen, headquarters should consider scheduling special 
demonstrations on these day or assigning some othe 


special work which will turn out to 


13. Consider adopting new plan of 


thoroughly to avoid doubling back 


ordering men to stay on the road trom 


to avoid retracing steps 


Da] 


possible 


Ship goods so as to 


outgoing mail and 


exercise care j ‘ 


Headquarters can 


expenses to each 


to advantage 


Some concerns are 
two to five week the care and upkeep of the 


judiciously 


billing 


and ascertain if 


Eliminate monthly statements 


15. In case present expense report form does not iten 
ize expenditures and make possible an analysis and com 
parison of salesmen’s expenses, consider adopting nev 


16. Examine present basis of compensation of salesmet 
other plans are available which might 
effect a saving and still satisfy all concerned 


sales department is maintaining 


which can be eliminated temporarily 
Consider discontinuing all work on promotion department 
records of buyers and bring up to date September 1 o1 


advertising materials sent into tet 


ritories except on special requests 


of advertising matter to dealers 


express, should accompany orders b 


20. Work of various departments should be put down 
the work standardized accordingly 


instructions through 22. To save clerical help, eliminate special promotion 


letters and use form paragraphs for letters 


except by 23. Do away 


with unprofitable or 
ind combine territories where possible 


doubtful route 


24. Make up new list of associations and membership 


Retain only connections that have a direct bearing upon 
your sales development work 


use telegrams 


totals $1.000 a 
item by 


the work of clerks 
expense limits for 


) 


reductions from 27. Sell sales 


to territories salesmen. Then 


men tse 


S. The general 


approving 


26. Readjust salaries which are out of line 


force on dail 


is and regularly on 
) : 
laily movements 


expense for repairs in one 
month. Many cuts can be made in 
only repairs demanded by neces 


Doubl up 


’ 


as miscellaneous details are cut ou 


report idea. If your dail 


report plan does not meet requirements, investigate othe! 
plans in use and develop one which can be sold to your 


that each salesman reports promptl 


his work Keep closer check on his 


purpose of helping him rather tha 


criticizing his efforts 


advantage 28. If your salesmen use company-owned automobiles 
working territory it is well to make arrangements with the local automobile 
iactory superintendent to give a talk before your men o 


particular machines 
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Generalawe No. 1960F 


n Suede Brown 


im your choice of decorator colors 


4 


Picture in your own office thi mart 


new Generalaire, finished in Suede 


Brown! Or if you prefer—you can have 
it in Pine Frost Green, Autumn Haze 
Glen Green or Manila Tan— with harmo 


nizing Velvoleum or Textolite writing top 


These are the decorator colors in which 
Gk 


They bring freshness and new life into 


now offers modern metal desk 
any offic : T hey conve rt drab monotone 
clerical areas into interesting, inspiring 


place 3 to work 


MODE -MAKER, GENERALAIRE., 


,2 smartly-styled models, 


nila de ed and sturd lig baaalt fe a bi ne lifetime of wear 
As for the Gk ¢ f ire desk it f Dhere aGk Generalaire for every 
it incorporat t ma r ‘ flice pol 1? model ind the best 
feature { any her Hout of thi i to choose is to se them for our 
may be ire It has everything id If at ur near t Gk Dealer of 
expect inan } ther desk pl factor branch. For an illustrated 
ome efficient feature nt find folder write The General I ireproofing 
even in far more exper e desk Thi ( Dept. A-65, Your 1 not, Oo 
etal desh int split or irp, its dra 
er ill never k, at hal lded 
joints cant me | ‘ year alter enue 
from the da } iGhk Generalaire 
if ill bye i ha } ‘ it 3 t la 
Phat real ¢ " ' 
GENERAL 
© GOODFORM ALUMINUM CHAIRS 


SUPER-FILER MECHANIZED FILING EQUIPMENT 


. 


GF metal business furniture 
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1600 LINE DESKS 


is 


GF ADJUSTABLE 


a GOOD in 


STEEL SHELVING 


Foremost in Metal Business Furniture 
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Q mersoge the maker of the ouitrmatic, 
Pie Ce Catala, the thaskine Wachine of American Business 
ond the 10-Rey Naturol Way Adding, Machine, 


Today the 
Friden Street Story 





ja 
Kh 


“machines 


IDP — Integrated Data Processing — is one automatic Friden 
offee machine talking to another...and another and another... 
in a code language common to them all...straight through from 
data origination and interpretation to final filing. 

It is the funetional flow of punched tape giving and taking 
orders. Tape enables even small and medium-size businesses to 
automatize repetitive figure-work routines...eliminating human 
errors and reducing time costs hugely. 

briden is the leader in this new era of office efficiency because 
Friden creates the Tape-Talk machines that make possible the 


new automated systems. Only a few of these machines ean be 





presented here. Many more I riden Tape-Talk units are available 
to meet specialized data integration needs, Individually, or as 
part of a system, each machine quickly pays for itself, 

To see for yourself how Friden IDP works — beginning with 
the fumed Friden Caleulator and Adding Machine — call your 
nearby Friden ageney or write FRiIpDEN CALCULATING MACHINE 
Co., Inc., San Leandro, California... sales, instruction, service 


throughout U.S. and world 
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process automatically 4 


Friden Tape -Talk machines 


Inspec thon reports o* 


problem, ask Friden! 





Some typical job routines . time 


sales orders . shipment manilests 
i 


Invoices... 
tags and tickets Whatever your 


cards eee package 





>, = 









































‘ 


4 
-gFriden creat?” » Thiden Oopatype 


is an IDP machine com 

&: New Wor Equipped with automati 
4 tape punch and reader, it 
ay interprets and records bot! 

| For Busine® alphabetical and numerical 


A data. Produces tape enabl 
| ing other machines to tran 


fer data to punched cards or 








bining automatic writing 





- 








accounting records; or data 
cea 


Gs may be sent by wire to other 


7, Le Qdd-PR } R offices. The Friden Compu 

typer is widely used to sy: 
temize billing, inventory 
cost analysis, sales distribu 
tion, statistics, other typing 


is the 10-key adding and 
listing machine with tape 
punch mechanism. A key 
IDP unit, the Add-Punch 
“writes punched tape while 
printing on adding machine : 

tape. The punched tape can fuity nitomatie, 
be interpreted by other sim 


ilarly-equipped machines Cabeutator, 


Typical Add-Punch functions 


computing operations 


hy include recording of retail is the essential programmer 
: p« < > > 

4 sales, sales audit, produc in many IDP systems. Oper 
tion and inventory control, ating alone or in combina 


Ay and coding statistical data. tion with other automatic 
machines, this famed Calcu 


lator performs more steps 








im of ° : e in figure-work without oper 
4 i luda Lepouriter' ator decisions than any other 
ded il calculating machine ever 
aoe .. enables even small and developed 
pet: | medium-size businesses to 


make their accounting auto 
matic. Whatever is typed on oY, d Moti , Ww 

a Flexowriter—an invoice, ae | 
for example —is also re- , . 
produced on by-product Machine 


punched tape. Tape can 





then be processed by other has 10-key patented key- 
common language Tape board, Visible Check window 
Talk machines at nearest for accuracy. Models are 
IDP center. Flexowriter tape available with or without 
can also be used to actuate automatic step-over of mul 
address plate embossing tiplicand. Specialized aday 

machines, tabulating card tations of the Friden Adding 
punches, computers, same Machine actuate or are a: 





or other Flexowriters tuated by IDP machine: 
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What Makes a Business Grow? 





Negative Factors 


Positive Factors 








Lack of imagination on the part 
of top management 


In-fighting in middle management 
Lack of growth target 
Bad public relations 


Overlapping’ of many execu 
tive responsibilities 


Faulty executive compensation 
planning 


Bad communications up and down 


Bad employee relations 


Failure to bring out new products 


Inadequate sales motivation and 
research 








Creative leadership 
Aggressive management 
A ‘young’ outlook 


Teamwork in middle-management 
group 


Specialists working in various staff 
capacities 


Strong competitive position cost 
wise 


New product researct 
Good communications 
Realistic 


budget for advertising 


and public relations 


Strong sales motivation and sales 
research 


Effective sales training 
Adequate financing 


Good customer relations 


after 
always find other 
panies which are ready 
and willing to do business wi 
them 

Today we hear again about busi 
ness being spotty. It may be sour 
prognostication or it may be just 
talk. Either way, the GROWTH 
INDUSTRIES will be ready 
meet the challenge. 

Should business slow down this 
fall or next year—and there are 
some who think that this might 
be desirable-—-the aim of good 
management will be to do what 
ever is necessary to keep expand 
ing in the right directions. There 
will be sales to maintain, profits t 
realize. It may not be easy, but i 


business aggressively 
growing con 
anxious 


+} 


’ 


will be easier if steps are take: 
now to prepare for whatever cha! 
lenge may lie ahead. 

It is only when we accept bad 
business as inevitable that we ir 
vite defeat. Good business always 
awaits those who are ready to g 
out and find it 











Growth Opportunities Are 
Everywhere 


HANKS to a great variety of 
circumstances, our country has 
enjoyed 12 years of excellent busi 
ness conditions. Some observers 
believe that this upward trend may 
continue for another 12. years; 
others are ready to “cry havoc” 
and await the hair curlers. 
Regardless of which prophets 
those of joy or 
may be right, there will always 
be some companies that are grow 


those of gloom 


ing and expanding, just as there 
will always be some others that are 
howing their age and conducting 
a holding operation. 

Throughout American’ business 
history there have always been 
and it is reasonable to assume 
that there always will be two 
kinds of industries: There are the 
status-quo industries, satisfied to 
just hold the line and cross their 
bridges as they come to them; and 
there are the GROWTH INDUS 
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By Leslie L. Lewis 


TRIES, where forward planning is 
the rule, 
The stand-still 


butcher, wait patiently —if unhap 
pily—-for IT to happen—-the IT, of 
course, being the well-advertised 
hair-curling depression 

The GROWTH INDUSTRIES 
on the other hand, take their les 
son from history. They know that 
there have always been wars and 
rumors of wart 
threats of depression. They know 


depressions 01 


that business has always been 
spotty 
ahead, growing, and 

come high water or low 


others, smug and satisfied, resting 


some moving 
thriving 


wate! 


companies 


on their oars, more interested in 
a dividend check in hand than ir 
capital gains in the future 
Companies in the GROWTH IN 
DUSTRIES know that, come what 


may a company that goes out 


industries, like 
sheep awaiting the knife of the 


The Leading Growth 
Industries 


Electronics 

Aircraft 

Chemicals 

Office equipment 
Electrochemical 
Electrical equipment 
Financial establishments 
Municipalities 
Pharmaceuticals 
Highway lighting 

Road building 

Electric and gas utilities 
Gas transmission 

Banks and trust companies 
Savings and loan associations 
Plastics 

Air conditioning 
Petro-chemical 

Synthetic materials 
Instrument companies 
Vending machinery 
Automation equipment 
Communications 
Photographic equipment 
Long-haul trucking 

Ship building 

Petroleum 

Hospitals 

Chain stores 

Airlines 

Frozen foods 
Packaging 

Nucleonics 

High-temp metallurgy 
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Young Presidents Discuss 
New Management Methods 


By C. M. Weld 


Dartnell Special Surveys Editor 


OW to teach your wife to be a 
H widow, how to improve your 
decisionmaking ability, how to set 
corporate objectives, a special pro 
vram for the ladies on “The Care 
and Feeding of Young Presidents 
were just a few of the high spot 
of a five-day get-together of the 
Young Presidents’ Organization 
whose members all became presi 
dents were 40, at 
The Greenbrier, White Sulphur 
Springs, W. Va., last month 

In an atmosphere that provided 
4a well-balanced mixture of fun 
and serious consideration of cor 
porate problems, 300 young presi 
almost that many 
pondered the question of 


before they 


dents, and 
Wives 
“how to become better presidents 
and better men.” On hand to help 
was a Slate of experts in both cor 
porate and human affairs men of 
such high standing as Edward T 
McCormick, president of the 
American Stock Exchange; D1 
Norman Vincent Peale; and many 
others 


“Theory Y" 


The most important factor in 
making quality decisions is not to 
make them 

So said Dt 
former president of Antioch Col 
lege, presently professor of man 
agement at M.I.T.’s) School of 
Industrial Management, and one of 
the conference discussion leader 

It is the job, Dr 
McGregor explained, to build the 
kind of organization that is capa 
ble of making its own decisions 
Having there will be 
plenty of time left for the presi 
dent to do the planning and reflect 
ing necessary to keep his company 


Douglas McGregor 


president's 


done SO), 


yrowing 

Hlow can a young executive re 
make his organizational structure 
so that it decides things for itself 
This problem became one of the 
important themes of the Green 
brier conference. Dr, McGregor; 
Dr. Rensis Likert, director of the 
Research at 


Institute for Social 
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the University of Michigan; and 
other management experts sug- 
gested that the solution depends 
on eventual acceptance of a new 
theory of management, labeled by 
Dr. McGregor, “Theory Y.” 

Under prevailing theory 
“Theory X," central assumption: 
are that people and their efforts 
need to be directed, their behavior 
the driv 
ing, coercive “hard management 
militant 


controlled, One extreme 

breeds counterforce, 
unionism, and sometimes sabotage 
The other” harmony-seeking “soft 
management” leads to abdication 
indifferent per- 
formance, and demands by em- 


of management, 


ployees for more and more of 


everything. In between is the “firm 


but fair” road that most manage- 
ments are traveling today. 

Theory Y, according to its pro- 
ponents, may well result in closer 
realization of the potential of 
human energy available to com- 
panies everywhere. General Foods, 
Ansul Chemical, and General Elec- 
tric are some of those that are in 
the process of discovering what 
can be accomplished with the new 
management technique 

Under Theory Y, management 
has the same responsibility for or- 
ganizing the elements of enter- 
prise as before, but it also accepts 
the idea that people are not neces 
resistant to or- 
ready and 


sarily passive o1 
ganization. They are 
willing to work. Management's job 
is to so arrange organizational 
procedures that employees can set 
their own goals within the frame- 
work of company objectives. With 
guidance from above, they also ar- 
range their own efforts toward 
reaching the goals set. 

There is plenty of evidence to 


show that the new management 





Ditto’s Unique Plant Provides 
For Three-Way Growth 


Hk recently completed offices 
T and plant of Ditto, Ine., in 
suburban Chicago, have been de- 

igned with built-in 
which, according to Kenneth M 
Henderson, the company’s presi- 
dent, will enable them to be ex 


features 


panded at a minimum of cost to 
keep pace with the company’s 
growth. Since the business was 
started 48 years ago, it has had to 
increase its facilities 11 times 
S3oth offices and plant are so 
constructed that they can grow 
three ways: (1) Within the pres 
ent building by adding mezzanines 
and balconies; (2) upward by add 
ing another story; and (3) out 
ward by extending the building 
over the 27-acre site, Footings for 
future expansion are already in 
place, and side walls are of de 
mountable aluminum construction 
The plant has other unique fea 
tures such as luminous ceilings 
pneumatic and electronic com 
munications, and modern tempera 
ture control, All the office space 
and 20 percent of the manufactut 
ing space are air conditioned 
Vending machines are conver 
iently placed throughout the wort 


Pe a fy 
tae > 
Executives’ secretaries find it easy 


to concentrate in this quiet area 


ing areas to eliminate walking 
Alzak electrical fixtures provide 50 
foot-candles of light 
100 foot-candles in the engineet 


increased t« 


ing department 

Administrative — office pace 
totaling more than 70,000 
feet, consists of a two-story 
tion with a one-story wing 
anothet tory can be 


Movable parti 


expansion 
added to the wing 


tions are used wherever possible 
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How XEROGRAPHY 


cuts duplicating costs and speeds paperwork 


for SIDLES COMPANY, OMAHA, NEBRASKA 


Saves $2,500 a year on plates alone. 
Saves 75% of time formerly used in 


copying operations... Paperwork that 


took 2 days now takes 10 minutes, 


<a“, 


using xerography! 


HARKY 


4 
OOrriatia pola 
Nebraska, bo 

) perpetual ian WO ditheren 
ens, meludin ULOMOtIVE part ippli 

mid air conditioning component 
wdadition to Dovcatnc hie iy, have 

t does busin { O.000 dealer 0 PM 

Hlarry DB. Sidk resident, os enthustasty But efherenes 
bout the ways 4 ‘ Ler raphy bis eduction of duplie ' 

peeded peaper ) educed dup only advantave ! 

euting cost 

500 Copies Each of 27 Pages in 4 

Hours: © \ typical es 


thle xerowraphy os tou 


equiipiient 
Moore Manage 


nipple of how ili partie byasne 


can bee ported 


up the mutter of the excise tax on tire 


Naturall if this mformatio 


tribbated triumedratel 


ile 


The fastest, cheapest, most versatile way to make masters for duplicating 


2 Anything written, printed, typed or drawn can be quickly copied by 


xerography onto masters for duplicating. Copies in the same, enlarged 
or reduced size can be made from one or bott des of the origina 


material, by this dry, photo-exact, electrostatic copying proce New 


developments make xerography the one, all-purpose, fast and economica 


different types of masters f juplicat 


HALOID 
XEROX 


proce for copying ont 


WRITE for proof of performance folders 


showing how xerography is saving time 
and thousands of dollars for companies 


of all kinds, large and small 
THE HALOUD COMPANY 
57. 2X Haloid Street, Rochester 3, N. Y 


Branch offices in principal U.S. cities and Tor 
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techniques are beginning to take 
hold. So far, no attempts in that 
direction can be called perfect, and 
it will be years before 
American business’ acceptance will 
be unanimous and effective. But 
unmistakable signs of 
progress. the increasingly 
popular practice of chief execu 
tives to delegate authority and de 
cisionmaking. Another is its com 
panion, decentralization. Still an 
other is growth of interest in the 
Scanlon Plan 
Where and how 
pany start? Dr. McGregor suggest: 
that the most logical place to be- 
gin is right at the lowest levels, in 
the area of employee performance 
Most rating techniques 
could just as 


many 


there are 
One is 


should a com- 


appraisals. 
in use today, he says 
well be applied to inspection of a 
product on an assembly line as to 
a human being. Superiors who do 
the rating are placed in the posi 
tion of playing demigod, passing 
judgment on other human beings. 

Theory Y would give appraisal 
back to the employee being ap- 
praised. He would be 
make out his own job description 
including a listing of what he 
thinks are his major responsibili 
ties. After these have been written 
up and discussed with his superior, 
he would be told to enumerate, in 
writing, his own objectives or tar 
gets, tell how long he expects to 
take to achieve them, and list the 
concrete steps he has set out for 
himself. 

At the end of the target period 
comes a time for review, self- 
evaluation, and setting forth of 
new goals. Thus, the responsibility 
for getting the job done falls on 
the individual; the superior’s role 
is to keep him on the track and 
make sure his goals are realistic. 

Introduction of new manage- 
procedures takes time. A 
starting today will be long 
at it before its board chairman 
can say, aS Beardsley Ruml of 
R. H. Macy once said when asked 
job was, that it consists 
directors’ 


asked to 


ment 
firm 


what his 
of planning agendas for 
meetings. 
Most young 
that the new theory is the normal 
natural management. 
As one expressed it, “Perhaps it’s 
time we stopped studying how ou 


presidents agreed 


concept of 
predecessors used to run our com 


panies and = got apply 
some of the new management ap 


ready to 


proaches to our situations instead 

A more complete report of the 
Seventh Annual Convention of the 
Young Presidents’ Organization 
will appear in the May issue 
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WRITING TIME CUT 50% WITH 
A MOORE REGISTER FORM 


This manufacturer found efficiency and short cuts in 
a Shipping System that eliminates peak-load bottlenecks 


Once four separate writings had to be made to prepare the Memo 
Billing and Shipping papers. This was time-consuming and 
wasteful and there were possibilities for transcribing error 


The new Moore system introduced smooth work-flow with other 


advantages like accuracy, speed, positive control and savings 


6 PART REGISTER FORM HANDLES ALL OPERATIONS 


INVOICE 
MEMO , : 





PACKING SLIP | 
| LABEL 
DELIVERY | 





COPY 


EXPRESS RECEIPT a —t 


WAYBILL | 








FACTORY 
COPY 




















The form gives ...in one writing all the 
information or instructions needed for mer 


chandise shipment—Invoice Memo, Packing hipping period jams have been con 


Slip, Label, and forms for express, parcel aquired at any time. Conse ve ymbering pletely eliminated in Shipping. Writing time 


post, or truck delivery 


Whatever the need, the Moore man can design the form that 
makes your system work best. Look him up in the Classified 


or write to the nearest Moore office below 


MOORE BUSINESS FORMS 


ine 
NIAGAKA FALLS N. NT ¢ K A EMERYY CALIFORNIA 


since fj 
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See the choice you get in these 


All-New DAZOR Desk and Table Lamps 


Lighting in keeping with this richly appointed office is supplied by Dazor's 
Swing-Arm Model 1056 on the desk and a Single-Arm Flexible-Arm Model 1058 
in the background. Finish of both is frost-green baked enamel over bonderizing, 
combined with brass; on special order, frost-tan combined with brass. 


Fine Executive Lighting 


For a functional lamp that harmonizes with modern office decor, 
consider the new Dazor Swing-Arm model. It moves easily to the 
desired position, provides restful indirect lighting over a broad area. 
Also, examine the new Floating-Arm model with its compact reflector, 
diamond-shaped base and unrestricted light placement. 


Smart Decorative Lamps 


lo illuminate and dress up the smaller desk, reception desk or table, 
three additional new Dazors provide the proper touch. Flexible-Arm 
models—both Twin-Arm and Single-Arm—allow wide latitude in arm 
arrangements. The new Rigid-Standard Dazor is a companion to the 
Swing-Arm model. These lamps are just right, too, for institutions, 


dormitories, motels, hotels, 1'V rooms and dens. 


Air-Cooled for Comfort and Safety 


All five new Dazors are incandescents with Air-Cooled Reflectors 
comfortable to have around you and safe to touch. Helping you see 
efficiently with individually controlled lighting is the aim of 
Authorized Dazor Distributors and their Dealers. Ask your supplier 
now about the newest lamps. Dazor Manufacturing Corp., 4481-87 
Duncan Avenue, St. Louis 10, Missouri. In Canada: Amalgamated 
Electric Corporation Ltd., Toronto 6, Ontario. 


ONLY QUALITY FIXTURES COME FROM 
THE MAKERS OF 


Pazor FLOATING LAMps 


FLVUORES CENT 'weAaAREETS Cen FT 


For the desk occ upant w ho desires unrestricted 
control of light location and volume, the dis 
tinctive Dazor Floating-Arm Model 1057 
above is the answer. Its diamond-shaped bas« 
has beveled edges. Finish is frost-green; on 
special order, frost-tan 


Simplicity of design and restful indirect light 
ing are characteristics of this Dazor Rigid 
Standard Model 1055. Finish is frost-green; on 
special order, frost-tan. It is a natural mate 
for Swing-Arm Model 1056. 


Varied arm arrangements are possible with 
Dazor’s Twin-Arm Flexible-Arm Model 1059 
Frost-green, combined with brass; on special 
order, frost-tan combined with brass 
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How 126 Companies Record 
Employee Time 


If you employ more than 10 employees, chances 
are that you have a problem keeping an accurate 
record of attendance, tardiness, excused absence, 
and other situations concerned with employee rec- 
ords, That’s why most firms of over 10 employees 
have a definite system designed to keep the record 
straight. 


A development in employee relations causing 
heated discussion among personnel executives is 
whether or not to abolish time clocks. There has 
been a slight trend toward putting employees on 
their honor and letting them keep their own time. 
But laws relating to overtime and the employment 
of women require time records. 


Offices that have experimented with eliminating 
time clocks have reported a favorable reaction. 
While employees who have good records for being 
punctual and who are proud of them may want to 
have their time mechanically recorded, most work- 
ers prefer not to be “numbers on a time clock.’”’ Many 
feel it interferes with their sense of belonging. The 
information that follows will assist subscribers in 
comparing their plans and policies with those of 
others, 


The time clock as a means of recording employee 
attendance is still tops with management as the 
most accurate, foolproof, and expedient way to keep 
the record straight. Almost 70 percent of the sur- 
veyed companies use time clocks. As one executive 
put it, “Time clocks are the answer, and we will keep 
them until science, engineering, or the psychologists 
come along with something better.” 


Other means of keeping tab on employee time, as 
reported by the 126 firms participating in the Dart- 
nell survey, include: letting employees record their 
own time (20 percent); supervisory observance (8 
percent); use of time books and a system whereby 
the supervisor fills in the card recording employee's 
attendance. 


The “Honor System” 


If you use the “honor system” to check attend- 


ance, you are in the minority. Sixty percent of those 


companies which replied do not look upon this sys- 


tem favorably, though 32 percent had an affirmative 


viewpoint. Eight percent of respondents had no 
opinion either way, One executive stated that “the 
honor system is adequate if it is under supervisory 
control.”” In other words, use it, but keep an eye 
peeled for abuse of the privilege. Another firm uses 
the honor system only for supervisory personnel. 


Who Punches Clocks? 


Asked ‘“‘Who punches time clocks?” 70 percent of 
the respondents included plant employees, 40 per- 
cent included office employees, and 15 percent said 
no one, One executive, clarifying his statement, 
said, “In our company, we have a policy whereby 
all nonsupervisory personnel punch the clock.” 


Those people who feel that time clocks are re 
sented by employees and are a source of low morale 
may be surprised to learn that 60 percent of the 
respondents report that employees “accept clocks 
and there are no problems involved.” Twelve percent 
reported that clocks “were not well accepted.”’ One 
respondent, apparently of the “do as we say and 
not as we do” school of thought, commented, “We 
sell them (time clocks) but do not use one.” A 
spokesman for Bell & Howell reports that “our en- 
gineering personnel did not like to punch clocks 
others had little reaction.” 


W. C. Follendorf, budget manager of the Great 
Lakes Carbon Corporation, comments that, “Our 
plant has been in operation for 35 years. Time 
clocks were installed July 1, 1956—no reaction from 
employees.” The director of a special service division 
of a large hospitalization insurance group says, “I 
do not believe there is marked objection to punching 
time clocks by personnel in our organization.” 


Henry A. Carlile, office manager of Allied Paper 
tag Corporation, observes, “We have been operating 
with time clocks for over 25 years. New employees 
are oriented to this system when hired.” 


Unionized plants usually have time clocks. One 
executive said, ‘““The union insisted on it.” Still an- 
other comment, from the vice-president of a Kansas 
manufacturing firm, put it this way: “Since we are 
dealing with our employees strictly ‘by the book,’ 
and living up to a rather rough contractual agree 
ment, we use time clocks to record working time to 

















HOW 126 COMPANIES RECORD TIME 


Number of Time | Supervisory Honor 
Companies Clocks Observance Syslem 


Type of Business 


Automobile 
Appliance 
Bakeries 

Banks 

Building Materials 
Camera Products 
Coal and Coke 

C. P. A. 

Cafeteria 

Dairies 

Dry Goods 
Foundries 

Grocers (Wholesale) 
Insurance 


Knitting Mills 


Lumber 
Mining 
Metal Fabrication 


Mise. Manufacturers 


Pharmaceuticals 
Printers 

Public Utility 
Trucking 
Miscellaneous (Toys, 


Wood Products, 


Leather Goods, etc.) 


Other Timing Devices 


2 l 


2 


Alarm System 


Watchman’s Clock 


Alarm System 


Alarm Bell for After 
Hours 


2-Detex Watch Clock 
System 


Watchman’s Clock 


Arrival of Road Units 
at Terminal 




















Who Punches Time Clocks 
Percent 
Plant Employees . 50 
Office Employees . 30 
No One ....... sel 15 
No Reply : 5 
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the letter. It’s the only way we can present honest 
evidence to back up claims against employees who 
are frequently absent or tardy.” 


Making Clocks Acceptable 


Few companies have programs designed to make 
time clocks acceptable to employees. “‘Why should 
we?” asked one subscriber. ‘“‘The employee contracts 
to work a specific number of hours for a specific 
amount of pay. All the time clock does is control 
that agreement for both the employer and the 
employee.” 


Some companies (about 18 percent) have a pro- 
gram in effect that rewards attendance, thus mak- 
ing the time clock part of the incentive. F. E, Roth- 
well, first vice-president of The Lumber Mutual Fire 
Insurance Company, reports the reward system 
used by his company: 


“First six full calendar months—no allowance. 
For the balance of the year, ending March 31, one 
day a month (7% hours). Thereafter, through the 
fifth year, ending March 31—12 days a year (90 
hours). Through the sixth to 10th year, ending 
March 31—18 days a year (135 hours). Eleventh 
through 20th year, ending March 31—24 days a 
year (180 hours). And after the 20th year, ending 
March 31-30 days a year (225 hours). Tardiness, in 
excess of 15 minutes a week is deducted from the 
time allowance.” 


Other companies report programs of a similar 
nature designed to bring about a definite relation- 
ship between vacation time and time off for good 
attendance and promptness, 


Although some companies have a timecard policy 
which allows an employee to keep a carbon copy of 
his card, no respondents to this survey indicated 
they had such a system, 


Most commonly used timing device is manufac 
tured by International Business Machines Corp. 
Stromberg Time Corp., Cincinnati Time Recorder 
Co., Lathem Time Recorder Co., and Simplex Time 
tecorder Co. are also mentioned by respondents a: 
manufacturers of preferred timing devices. 


Other timing devices mentioned by respondent 
include use of timers on route trucks, shop clock: 


to record individual jobs, and automatic bell sys- 
tems to announce starting and quitting time. 


Opinions 


Getting into the realm of executive opinions, the 
survey shows that most respondents (50 percent) 
feel the punch timecard is the best method for keep- 
ing time records, Ten percent favored the manually 
marked timecard, others expressed no opinion, 


Should the timecard system be abolished? Very 
definitely not, according to respondents. Even ex- 
ecutives representing firms which do not use timing 
devices see no reason for eliminating them from 
our industrial scene, One executive, a strong sup- 
porter of the “honor system,” states, ‘We don't use 
timing devices (except for clocks), but I'd feel 
pretty insecure if they vanished from the earth. 
We'll use the honor system as long as our employees 
play the game squarely, but we'll use timing de- 
vices just as soon as they show signs of abusing the 
privileges they now enjoy. I should add that I don’t 
expect them to abuse that privilege since we have 
enjoyed it for better than 18 years.” 


Timing devices are used to promote plant safety 
by over 20 percent of the companies. The alarm 
system is a timing device commonly seen in plants; 
and the watchman’s station where the night watch 
man checks hourly is basic in many plants. 


Following are some comments by executives list- 
ing the advantages of timing devices used to control 
employee attendance on the job: 


F. BE. Rothwell, Lumber Mutual Fire Insurance 
Co., “They are evidence of compliance with the 
Wages and Hours Act and good supporting evi- 
dence for the bonus plan,” 





Rewards or Discipline to 
Promote Attendance? 


Percent 
Discipline 35 
Rewards 20 
Both 10 
No Opinion 15 
Neither Helps 5 
Depends on Employee 15 











Victor H. Schulze, Thunderbird Sales Corporation, 
“Provide accurate record. This is especially true of 
time clocks used for payroll purposes.”’ 


G. H, Grove Offer the 
most convenient method to get accurate record of 


Downing Box Company 


attendance and punctualit 





Treasurer, Battle Creek, Mich., furniture com- 
pany, “Let's face it. The timing device used to keep 
accurate records of the employee’s time on the job 
is one of his best friends. When the clock verifies it, 
the employee gets credit for perfect attendance—he 
doesn’t have to prove it or answer questions. It 
works for the company, too, and puts the spotlight 
on the chronic ‘goof-off’ or the employee who is al- 
ways late for work.” 


Director, special services, hospitalization insur- 
ance company, “A machine operation is trust- 
worthy. A mechanical clock is unbiased. Time clocks 
eliminate the human element. They print date clear- 
ly, whereas handwriting on timecards often cannot 
be read, I know of no disadvantages that are par- 
ticularly pertinent.” 


Henry A. Carlile, Allied Paper Bag Company, 
“An employee’s timecard is an invoice for labor. It’s 
his bill to the company for his service during the 
past week, Fractions of the hour and overtime show 
up and absolve many arguments that may arise. 
We would not change from timecards.” 


Some disadvantages of timecards and timing de- 
vices were given by respondents. They were far 
outweighed by the advantages given, but here are 
some typical comments: 


Slyde R. Sanborn, Bishop-Stoddard Cafeteria 
Company, “Time clocks are useless unless a quali- 
fied supervisor observes check-in and check-out by 
employees, In our type of business, there is a con- 
tinuous come and go of employees throughout a 13- 
to 15-hour period, and it would not be possible to 
have a qualified supervisor spending so much time 
observing a clock.” 


Comptroller, mining company, “Time clocks slow 
down employees reporting on the job when many 
employees report for work at the same time.” 


Erven H. Lightenberg, Clayton & Lambert Mfg. 
Co., “Installation and maintenance costs—record 
storage space required—natural opposition to clocks 
by employees.” 


Sales manager, chemical products firm, “In my 
opinion, time clocks tend to make machines out of 
employees themselves. I'm against them, but realize 
their value in keeping records straight and protect- 
ing both company and employee.” 


The results of the Dartnell survey point out quite 
clearly that management considers timing devices 
used to record employee attendance as both a neces- 
sary and practical form of control. The punch time- 
card is preferred because it is legible to read, fool- 
proof in administration, and not subject to the 
“human element.” 


While rewards for good attendance are growing 
in acceptance, the majority of companies still feel 
that disciplinary actions are necessary to keep 
chronic offenders (those who are absent and late 
frequently) in line, The time clock helps manage- 
ment conform to the Wages and Hours Act and pro- 
tects employees from poor record keeping which 
might jeopardize their status. 


Commenting on time clocks and timing devices in 
general, one subscriber said, “The American em- 
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ployee has the best conditions to work under in the 
world. He is protected against discrimination, 
against error in administration, and against himself 
in some respects. Automatic devices help keep the 
system straight. We of management and labor owe 
a debt of gratitude to the research men, the produc- 
tion men, and the salesmen of the firms which manu- 
facture timing devices. I dare say that by 1967, we 
will be even more indebted for the new and magical 
type devices that will be with us.” 


Location of time clocks came into some considera- 
tion by a number of respondents to the Dartnell 
survey. Most of those commenting (82 percent) 
favored use of multiple time clocks rather than one 
or two main ones. The controller of a midwestern 
oleomargarine manufacturing firm employing 500 
employees said, “All of our nonsupervisory em- 
ployees are ‘on the clock.’ Last year we added two 
clocks and now have four. While this was a costly 
addition, we believe it will pay off in cutting time 
lost in the morning and in the afternoon while em- 
ployees are arriving and leaving the plant. We made 
a spot survey of a number of companies in our area 
which use clocks and found that decentralization is 
getting to be the order of the day.” 


Another respondent stated the firm had moved 
the time clocks away from the entrances and had 
found that less congestion results. He was somewhat 
philosophical about human nature, adding, “We 
have found that it is a human desire to be the first 
in line, and we have not as yet discovered a workable 
method of keeping employees from rushing to the 
clock at quitting time. We try to slow them down 
a bit, but that’s about all we can do.” 


Actually, most offices and plants where time 
clocks are not used require employees reporting for 
work after the starting bell to use the employees’ 
entrance, where a timekeeper is stationed. He notes 
the employee’s name on his record from which 
weekly reports by department are compiled. These 
reports show how many times during the week an 
employee was late or absent. Copies are furnished 
to each departmental manager, who usually circu- 
lates the report through the department or posts it 
on the department bulletin board. As one respondent 
put it, “The clock system at least has the merit of 
not pointing the finger at those who have difficulty 
being on time.” 
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your business, inventory control enables you to 
get faster, more dependable results with 
substantial savings in work, time and money. 


Ask the man from Acme to show you samples. 
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New Rules Established 
For Proxy Contests 


Rules for proxy contests have 
been strengthened by the Board of 
Governors of the New York Stock 
exchange. 

G. Keith Funston, president of 
the Exchange, said members of 
the Exchange community who 
participate in proxy contests of 
unlisted companies will be re 
quired to make available informa 
tion similar to that now required 
by the Securities and Exchange 
Commission in the case of listed 
companies, The information will 
be filed at the Exchange and will 
be available for public inspection. 

In addition, the new Exchange 
rules require that a member may 
not be associated with a nonmem 
ber in an unlisted company proxy 
contest unless the 
to supply the same infor- 
mation that is required of all 
member: 


nonmember 
aprees 


The new rules are applicable to 
Iexchange members, allied mem 
firms, o1 

employees 


bers, member 
tions and their 
provide that 


Corl pora 
They 


1. Before stating to the manapye 
ment of any company that he rep 
resents shareowners in making de 
mands for changes in management 
or company policies, a member of 
the IeXxchange community must re 
ceive prior permission from those 
shareowners, At the same time he 
must file with the Exchange in 
formation similar to that required 
by the SEC in proxy contests in 
volving listed companies, The mem 
ber, however, need not disclose the 
names of any such shareowners 
unless the shareowner decides to 
become active with the member in 
the contest. In that event, the 
shareowner would have to agree 
to furnish the information regard 
ing himself and his associates, 


2. In an unlisted company proxy 
contest in which a member of the 
exchange community engages, he 
must supply to each person whom 
he solicits material similar to that 
required in proxy statements un- 
der SEC rules governing listed 
companies, A copy must also be 
filed with the Exchange for public 
Information, 


3. If a member of the Exchange 
community participates with a 
nonmember in an unlisted com- 
pany proxy contest, the nonmem 
ber must agree to supply the same 
information required of a mem 


38 


ber; otherwise, the member can- 
not join with the nonmember. 


4. A specialist cannot partici- 
pate in a proxy contest if he spe- 
cializes in the company’s stock. 
Moreover, the specialist cannot 
serve as a director of any com- 
pany if he specializes in that com- 
pany’s stock. This rule applies 
equally to any of the specialists’ 
partners and employees, 


Top Reason to Diversify 


Is Desire for Growth 


“Diversified 
locate in the newer and more ex- 
citing industrial centers 
the managers of a diversified busi 
ness are willing to try the new 
and different,” a leading indus 
trialist has pointed out. 

While addressing the Albuquer 
que Chamber of Commerce, James 
I’. Clark, president of ACF Indus- 
tries, Inc., said that intelligent 
diversification can mean “more 
jobs, more plentiful commodities 
scientifically 
run businesses,” as well as highe: 
company profits and dividends. He 
pointed out that wider community 
industrialization is another plus 
to be gained from a company’s suc- 
cessful diversification. 

Mr. Clark said the “desire for 
growth” is the overriding reason 
for diversifying. Need to offset a 
“declining or nongrowth market” 
or a need to compensate for “sea 


business tends to 


because 


and services, more 


onal or cyclical demand” are ad- 
ditional major reasons. 

If diversification is 
higher profits and stronger credit 
will result, the speaker said. ‘In 
creased profit ability and stronger 
credit generate funds for research 
and development, and this may 
well be diversification’s most im- 
portant long-term benefit. It is re- 
search and development money 
that make possible the new prod- 
ucts that are the basis of an ex- 
panding economy.” 

Diversification is bringing scien- 
tific management methods and the 
delegation of authority, promising 
a basis for greater managerial 
efficiency and for the development 
of the reservoir of executive talent 
for which the need continues to 
increase with the complexity of in- 
dustrial operation, he said. 

In contradicting the argument 
that diversification by larger com- 
panies will destroy small business, 
Mr. Clark observed that “big busi- 
ness is a_ steadily growing cus- 
tomer of the smaller firms.” 


successful, 


Managers Need Social 
And Political Skills 


being concerned with 
the profit-and-loss statement, the 
manager must recognize political 
and social factors that make it dif- 
ficult for companies to serve thei! 
customers effectively, according 1 
the president of General Electri 
Company. 

Speaking before the Executives’ 
Club of Chicago, GE President 
talph J. Cordiner said that, “The 
professional manager must now 
recognize these new challenge 
and accept them as part of hi 
total responsibility.” He told the 
group that the manager should see 
them not as an added burden, but 
as an opportunity to make his own 
work and the work of his compan) 
more rewarding for everyone 
concerned, 

(The Economic Club of New 
York recently presented Mr. Cor 
diner with its first Gold Medal 
Award for Management. The 
medal is awarded ‘“‘to 
excellence in management and 


sesides 


recognize 
emphasize the contributions made 
by the executive and his company 
to the strength of our Nation and 
to the prosperity of our people 

Selection of Mr. Cordiner wa 
based on his record of leadership 
in the decentralization and expar 
sion of General Electric, 
his pioneer work in the area 
of professional management, mar 


and or 


power development and educatio: 
public service, and the social re 
sponsibilities of modern busine 
said William L. Kleitz, the pre 
dent of the club.) 

Mr. Cordiner urged the develo; 
ment of skills which are not con 
monly found in managers today 
and suggested a five-point plan 

“First, we in 
agers and nonmanagers 


business——ma! 
will have 
to become far more sensitive 
the social and political current 
and undercurrents in this cour 
try,” Mr. Cordiner noted. The 
businessmen will have to know 
more about the economic, politi 
cal, and ethical principles that 
vitalize this new “people’s capital 
ism,” he said. 

“Second, we businessmen need 
to study the future,” the speake: 
suggested. America is undergoing 
a profound change and growth, he 
said, and the company that doe 
not anticipate these changes and 
plan accordingly is going to find 
itself in a strange and hostile er 
vironment. “We must also hel; 
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“This machine gave us an 
automatic order register that 
helps meet delivery deadlines!" 


hhh ee 


-..@8 reported by Mr. R. $. Heckler, Secretary- 
Treasurer, Philadelphia Wholesale Drug Company 
Philadelphia, Pa 


CUMMINS Automatic Numbering Perforators 
assign control numbers to sets of multiple copy 
forms in the sequence in which action is taken 
providing effortless and automatic check-out of 
all transactions. 


Since 1950, the Philadelphia Wholesale Drug 
Company has experienced unequalled efficiency 
speed, and savings by numbering their multi 
copy order forms with a Cummins Automatic 
Consecutive Numbering Perforator thus 
insuring billing of all shipments, preventing 
unauthorized withdrawals of merchandise, and 
eliminating the need for tedious, periodic check 
outs of orders entered. The Cummins Perfo 
rator also enables them to select a particular 
number and use it as a cut-off point for each 
day’s shipments. No register need be main 
tained for missing numbers because of spoiled 
pre-numbered sets. One reading of the machine 
a day tells the numbers of all orders entered 
since the previous day. 


This is a typical example of the many ways 
Cummins Automatic Numbering Perforators 
streamline operational and accounting proced 
ures, eliminate errors, and effect over-all sav 
ings in time, labor and equipment costs. When 
the same Cummins control is applied to billing 
savings are effected throughout receivable ac 
counting and checking out of invoices becomes 
an effortless, fool proof operation 


ASK YOUR CPA, The Systems Supervisor of 
your public accounting firm will explain the 
importance of checking out orders and invoice: 
You'll be ahead by investigating how Cummin 
Automatic Numbering Perforators can stream 
line your order system and increase efficiency 


" ee ~y ’ Get thi 
. 7“ jour RLI 
wklet! 


CUMMINS BUSINESS MACHINES 
Division of Cummins Chicago Corporation 
4740 North Ravenswood Ave. « Chicago 40 
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the public understand these 
changes and make choices that are 
in their own best interests,” he 
added 

“Third, we need to ‘do right 
voluntarily,’ "’ the GE president 
observed. We can hardly expect to 
have either self-respect or public 
support if our own actions betray 
mean motives, shallow minds, o1 
double standards, he said. ‘“In- 
ward integrity is what we expect 
of other men, and it is what they 
expect of u 

“Fourth, we in business need to 
learn to communicate our convic 
tions and aspirations,’”” he noted. 
The new” responsibilities of the 
professional manager include the 
responsibility to make his opinions 
heard, understood, and believed in 
the arena of public opinion, Mr 
Cordiner commented. This respon- 
ibility is shared by other em 
ployees, but the manager must 
provide the leadership. 

“And finally,” he concluded, 
“we in business need to learn how 
to be politically effective.” He 
pointed out that Government is 
becoming a significant factor in 
decisions with every pass 
ing year, and the pressure groups 


business 


are turning increasingly to poli 
tics, “Professional managers must 
recognize this trend and learn how 
to manage their political resources 
with as much skill as they now 
manaye their material and tech 


nical resources 


Business Forecasters 


Use Consumer Buying 


The principal economic indica 
tor used in business forecasting is 
the consumer buying power in the 
economy as a whole 

Whether their products are con 
sumer goods, industrial goods, o1 
services, more companies watch 
consumer buying power than any 
other single indicator, the Ameri- 
can Management Association finds 
in a recent survey, And most of 
the responding executives rank it 
even higher than trend figures in 
their own industries 

Next to consumer buying power, 
the survey respondents give the 
most attention to trends in thei 
own industries purchases, 
volume, and the like. These fig- 
ures, usually less expensive to 
vather than those on the entire 
consumer market, are particularly 
used by small companies and by 
industrial goods producers. Nearly 
as many firms (almost all of them 


sales 


10 


industrial goods manufacturers) 
report that they study the business 
outlook of companies that buy 
from them. Population statistics 
also come in for a good deal of 
attention, 

The area in which the results of 
forecasting are most often used 
as a basis for management deci- 
sions is that of expansion-——con- 
struction of new facilities, mer- 
gers, and acquisitions. Second 
most frequently mentioned is the 
closely related area of capital 
equipment purchases, both re- 
placements and = additions. The 
chief value of forecasting, accord- 
ing to the companies, is that it 
contributes to and stimulates co- 
ordinated executive planning. 

The results of the A.M.A,. study 
are reported in a research report 
entitled, “Company Organization 
for Economic Forecasting: Keep- 
ing Informed on the Business Out 
look.” It is based on a two-part 
study: a detailed mail survey of 
56 company presidents and a more 
intensive study of forecasting ac- 
tivities in 31 additional firms. 
More than half the organizations 
covered in the presidents’ survey 
are manufacturers of industrial 
goods; the others are divided 
equally between manufacturers of 
consumer goods and such service 
organizations as financial institu- 
tions, public utilities, and trans- 
portation companies. About a third 
of them have more than 2,500 em 
ployees, about a third have fewer 
than 1,000 employees. 

The additional companies rep- 
resented in the case study project 
are in a wide variety of businesses. 
Most of them are large firms with 
10,000 or more employees and an- 
nual sales volumes of more than 
$100 million. They were selected 
because large companies are more 
likely to have staffs specifically as 
signed to business forecasting. 

Almost all the presidents who 
replied to the survey depend 
heavily on trade publications and 
periodicals for information on 
business trends. However, in more 
than two-fifths of the responding 
companies, the job of forecasting 
is definitely assigned to staff per- 
sonnel, This practice is more 
common in large companies than 
in small ones, and in service firms 
more so than in manufacturing 
firms. 

Preparation of fore- 
casts Within the company is a rela- 
tively recent development. Most of 
the firms surveyed began to assign 
company personnel to prepare 
forecasts especially tailored to 


business 


their needs within the past 12 
years. In many of them, forecast- 
ing is not a full-time job; it entails 
primarily the _ preparation of 
digests of current economic data 
and predictions from sources out- 
side the company. Nevertheless, 
the fact that someone is appointed 
to do it is evidence of a growing 
management interest in economic 
forecasting and a more conscious 
attempt to keep up with national 
economic trends and_ industry 
cycles. 

The personnel assigned to fore- 
casting most often report to gen- 
eral management rather than to 
heads of marketing, finance, or 
other functional departments. 
Often they report directly to the 
president. 


Foreman Morale Takes 
Dip, Survey Finds 


The morale of foremen in 
America’s industrial plants has 
dropped in recent years, according 
to Opinion Research Corporation 
Its survey on ‘Foremen Thinking 
and the Productivity Problem” 
shows that the trend line on good 
foremen-management relations has 
declined seven points since 1954 
and 10 points from its highest 
level in 1950. 

“This cannot be other than dis 
concerting to companies that are 
trying to reduce costs and raise 
productivity,” said LeBaron R. 
Foster, vice-president of Opinion 
tesearch Corporation. 

“A further symptom of unrest 
is the recent increase in sentiment 
among foremen for unionization,” 
Mr. Foster continued. “A similar 
rise in union sentiment resulted 
from poor foremen morale at the 
close of World War II. It inspired 
management to pay close attention 
to foremen thinking and morale 
then, with constructive results up 
to 1950, as the trend figures show 
Alert management again will be 
paying more attention to foremen 
thinking and foremen training.”’ 

The new study is the seventh 
trend survey on foremen thinking 
conducted by the Index since 1943 
Based on personal interviews with 
foremen in plants of all sizes 
across the country, it indicates 
that the new foremen, recently 
risen from the union ranks, need 
special training to become ef- 
fective members of the manage- 
ment team. When asked whether 
they believed the _ statement 
“Foremen are part of manage- 
ment,’’ only 45 percent of the fore- 
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men with less than two 
tenure replied in the affirmative, 
while 65 percent of the veteran 
foremen said “‘yes.”’ 
Yet, the surprising 
Index reported, that only one 
foreman in three receives any 
kind of special supervisory train- 
ing, despite the fact that 87 per 
cent of the foremen who have had 
training rate it as “‘very impo! 
tant’ in their task of getting good 
performance from the workers. 
“The surveys clearly show that 
foremen want to be considered 
part of management and 
as such,” said Mr. Foster 


years’ 


fact is, the 
new 


treated 


Newspaper Ads Lead as 
Job-Applicant Source 


“What is the best source of job 
applicants for your company?’ 
asked a current Dartnell study. 

“Newspaper ads,” answered 90 
percent of the 112 companies par- 
ticipating in this section of Man 
agement Report No. 611, ‘“Success- 
ful Recruiting Policies.” 

Other answers were: employ- 
ment agencies, 72 percent; trade 
papers and magazines, 45 percent; 
through present employees, 
college recruiting trips, 25 
percent; radio advertising, 15 per 
cent; and public billboards (in 
cluding public transportation ad 
vertising posters), 12 
Since many of the companies in 
dicated several being 
equally popular, the percentages 
that are listed take into considera 
tion all responses. 


35 per 
cent: 


percent 


sources as 


“Just as a college football 
suffers from a ‘bad recruiting year 
in getting freshman players, a 
business organization can have a 
recruiting policy affect its 
growth for 10 years,” the survey 
said. 

Small 
ployees 
from 
come 


team 


pe or 


firms with 10 or 20 em 
should know the 
which their employees 
and what qualities and past 
experience they must 
the best results on the job, the re 
port advised. ‘Likewise, large 
cerns which employ hundreds o1 
thousands of employees must be 
equally well informed. The trouble 
is that the big companies are bet 
ter aware of this fact than the 
small firms. At least this would 
seem to be the case among partici 
pants in the Dartnell survey. The 
probably because the 
large companies are better staffed 
to properly carry out the perso 
nel function,” the report added 
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Management's Role in a Growth Company 


(Continued from pag J] 


Finally, the situation became so 
bad that the directors decided to 
clean house. A new president wa 
brought in, together with several 
men from his former company 
The new president soon found the 
trouble: fuzzy definitions of each 
authority. In order to 
make their jobs as important a: 
possible, the more agyressive ex 


executive 


ecutives constantly reached out 
for more authority. In so doing, 
these men had stepped on other 
executives’ toes. Then the feuding 
started 

The new boss solved the prob 
lem quickly. He called his depart 
ment heads together. He told them 
that he wanted to compile a 
manual of executive responsibili- 
ties. He asked each manaver to go 
back and write out what he con 
sidered his job responsibilities to 
be. Then the chief executive com 
pared the results. Where there was 
overlapping, he got the two men 
tovether and brought them into 
When he got through, 


WHY DONT 
| MIND MY 
OW 

BUSINESS ! 


ayreement 


the company had a manual of ex 
ecutive duties that worked won- 
ders in developing teamwork 
throughout the organization. The 
olution was that simple. 


5. Make sure that executives are 
growing with the business, not only 
in ability but also growing stronger 
in body as well. An aggressive, opti 
mistic management team calls for 
healthy, self-confident executives 


Anyone who has ever operated 
a business knows all too well that 
while there are a few executives 
who are “self-propelled” in attend- 
ing educational conferences, read- 
ing up-to-date books and maga- 
zines, getting out to association 
meetings, and so forth, most men 
dislike making an effort to up- 
grade themselves. These men need 
pushing. Perhaps they are men 
tally lazy. Maybe they have fami 
lies that have other things for 
daddy to do in the evening. Per- 
haps they just don’t want to face 
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the fact that they still have some- 
thing to learn. 

Whatever the reason, it should 
be the responsibility of the Big 
Boss to “sell” his self-satisfied ex- 
ecutives on the need for contin- 
uously improving themselves 

There is no one in business to- 
day, whether he be the head of the 
business or the manager of a sec- 
tion in the store, who cannot de- 
velop his latent capacity. But, top 
management needs to encourage 
most executives to grow with the 
business and not be content with 
the status quo. In the same way, 
most executives need to be re- 
minded and gently 
pressured to have periodical health 
examinations. These medical 
exams can be kept confidential, 
even if the company pays for 
them. 


constantly 


6. Institute an annual policy audit, 
to make certain that those things 
which management wants done are 
being done and to measure their 
effect on the growth of the business. 


A New Jersey 
pany not so long ago decided to 
employ no supervisors from the 
outside until each job had been 
posted and all employees were 
given an opportunity to apply for 
it. The rule was made by the 
board of directors, and the presi- 
dent was to be held responsible 
for its application in all depart- 
The usual 
circu- 


insurance com 


ments of the business. 
policy memorandum was 
lated to all department managers. 
It was generally supposed by the 
members of the board and the of 
ficers that the ‘“promote-from 
within” edict was being obeyed 
But, the department managers 
were not “sold” on the policy. 
They didn’t like the idea of losing 
men skilled in certain work, and 
many of them had friends or rela 
tives they wanted to bring in for 
the good paying jobs. A_ yea! 
later, one of the board members 
wanted to know how many super- 
visory jobs that had become va 
cant during the year had been filled 
by promotions, and how many 
outsiders had been employed un 
der the provision permitting hir 
ing an outsider if there were no 
qualified applicants within the 
company. The personnel managet 
made the check. To his surprise, 
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he found that out of 11 replace- evident that the key to the prob a | | > d 1 
ments, only one had been pro- lem hangs in the front office, Thi il rd Hee our ried \ 
oted from within the organiza- is where the jo f 


tion, Yet, the president of the winning management min T 416 if 5 a Yau 
company took great pride in tell- be done () American USINCSS 
ing other employers that his com- The money spent to select 
pany had a “promotion-from- velop, and t ( te | | ' ! 
within” policy. It had the policy benefits) ke} utive a af \() COST! 
but that was all. controllers gro y 

As we face the challenging fact chills and 
that business is moving into an 
era of tough, hard competition surveys, are | nore tha pe 
not only within our industry for ince jut the cheape 
a large share of the market but nv a growing compa! 
also from other industries for the an make t \ to buy the be 
customer's dollars-—it is all too itive talent it nd 


To the Editor: Please send a FREE 
copy of AMERICAN BUSINESS to 
each of my business acquaint 


ances listed below 


To 


Title 


Observations of 
Roving Reporter 


Firm 
Street 


City State 


Continued from page | 


Growth Through Diversity. dustry, but since 1939 has beer 
Growth patterns are no longer expanding until it now produce 
confined to expansion within an 
industry. Some of the most re 
markable expansion records come 
from companies which have bold 
ly jumped industry limitation 
and have gone into what seems 
to be wholly unrelated fields 


resins, adhesive chemicals, cot 

crete product cement lime 

product and several household 

produ t State 
It ha equil wh famou 

companie a ()-Cedat Berrys 

Brother (varnisn) The Mastet 

Builders Con y, Sewall Paint 

and V 

Gillette Razor, for example. Thi: other 

company once was content to Marietta 

make safety razors, blades, and in 1952 t 

urgical cutlery. Then new man 

agement came in and £ 0begar 


| 
| 
| 
| 
| 
| 
| 
! 
| 
| 
| 
I 
| 
| 
| 
| 
| 
| 
| 
! 
| 
| 
| 
| 
| 
I 
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pushing Gillette sales vigorously 
Here is a run-down on the 
year record: Increased net sale 
about 881 percent. Increased ratio 
of sales to working capital from 
2.6 to 1 to 4.4 to 1 in 1956. Paid earch 
$20,496,037 for The Toni Com vel 

pany and $15,100,523 for Paper 

Mate Co., Inc. (pens), without re 


Proxy Fights ha 
15 maior worry ¢ i 
that 


of me 


course to outside financing. Com 
pany also spent more than $36 
million for plant additions 

If permanent wave treatments 
and ball-point pens seem wholly 
different from safety razors, re 
member that all three product 
move into consumption through — 


substantially the same wholesale Screen-Process Printing 
and retail outlets. But many of method of printing one Department PAB 


the sales problems are wholly confined to short 1 aie 
far cee” Sie | AMAEDICAN 
American-Marietta Company growth. Reason: N machit BUSINESS 
is another “growth” enterprise é automat or i 


which has refused to limit itself auton new Of vie itis Citnmsad lenin 
to its original industry. Founded I r ste! 

in 1913 as a paint manufacturer 
it is now a big factor in this in 


Chicago 40. Illinois 
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COSTLY RE-DRAFTING OF 
ORGANIZATION CHARTS 


STO 


THE 


COFFIELD 
EVERLASTING 


Interchangeable 
ORGANIZATION ~~." 
CHART ay 
EASY TO CHANGE 


A typist, a typewriter and typing paper are all you 
need to keep your chart up to date. It's that simple! 


= an 


+ Sizes to Fit Any Organization Structure 
* Eliminates All Costly Drafting 

* Photographs for Sharp Prints 

* Invaluable as a Visual Training Aid 

+ All Parts Are Movable and Re-usable 
+ Solves Your Chart Problem Forever 


Write for Free Mlustrated Folder 
with Price Schedule No. AB-4 


MANAGEMENT CONTROL CHARTS CO. 


1731 N. WELLS ST CHICAGO 14, ILL 


we SHRED ALL 


WASTE PAPER SHREDDER 


Quickly shreds newspapers, magazines, 
waste paper, tissue, cellophane, corru 
gated cartons, wax paper, etc., into uniform 
resilient strands ideal for packing pur 
poses. Especially adapted to shredding 
confidential records, blueprints, etc., per 
mitting the return of this high-grade paper 
to the paper mills, for re-use 

Compact, economieal, safe. All revolving part» 


sare covered. lnetantly adjustable. Shredse ',” to 


"ne Dentaned and trouble-free 


FREE TRIAL 


Gperate a SHRED ALL 30 days. If 
not satisfied—return—owe nothing. 


UNIVERSAL SHREDDER COMPANY 
SAGINAW, MICHIGAN 
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Many printed circuits for elec- 
tronic devices are products of the 
printing. Today, 
book jackets, book covers, book- 
let covers, a great array of pos 
ters, and display materials are 
produced via this process. Once 
again, a triumph of research has 
built an industry from a craft. 


screen-proc ess 


Hart Schaffner & Marx, long- 
time factor in men’s clothing, re 
ports a better year in 1956, as 
serting that its 
again showing “signs of life.” 
Sales were up more than $4.75 
million, from $74,771,105 in 1955 
to $79,531,828 in 1956. This in- 
crease in sales may be partially 
due to ads aimed at increasing 
clothes-consciousness by the ap 


business is 


parel industry. Of course, com- 
pared with the magnificent in- 
companies in other 
industries, this is small. But it 
seems to indicate that if a com- 
pany tries hard enough, it can 
generally increase sales 


creases of 


Retail Dealers we have visited 
in Texas, Oklahoma, Missouri 
Kansas, Iowa, Minnesota, Illinois 
Indiana, Wisconsin, and New 
York complain bitterly at the 
constant increase 1n_ prices 
small increases which they are 
expected to absorb but which cut 
into profits seriously. Result: Ex 
pect a widespread increase in re- 
tail prices on many items during 
1957 as retailer statements show 
dwindling profits 


A Common-Sense College 
Recruitment Program 


Continued from pag / 


point to consider is their place 
ment in terms of their ultimate 
ceiling in the management hier 
archy. The principal criterion here 
aside from technical competence 
is the degree to which the man is 
( Paradoxi- 
cally, few men are aware of the ac 
tual extent of their dependent 
needs. It is not acceptable in our 
culture to be dependent 
few can admit to themselves the 
degree of their need for support.) 

The very dependent individual 
must be kept in a safe and secure 
staff position (preferably one with 
status), where he has no risks to 
take and is called upon to exercise 
little leadership. If he is less de 
pendent, he may be placed in a 
minor supervisory position because 


free from dependence 


hence 


such assignments are customarily 
totally Only 
those who have demonstrated sub 
stantial self-reliance (freedom 
from dependence and = anxiety) 
should be candidates for the up 
per middle-management positions 
These positions, although usually 
well structured, entail leadership 
responsibilities. Nothing is so con 
ducive to poor morale as weak, in 
decisive, anxious leadership. (This 
is because it does not provide the 
leadership they 


almost structured 


subordinates the 
desperately need.) 
It is our belief that in addition 


to the value to the employer ol 
finding and placing men in posi- 
tions for which they are tempera 
mentally and technically qualified, 
care in this context is more tha 
justified by its humanitaria 
worth. Nothing is 
place a man, albeit unwittingly, in 


crueler than to 


a position where he will be “ove1 
his head.’ Quite aside from the 
costs of his inadequacies to his em 
ployer, the cost to himself is ofte: 
incalculable 

Much has been said about the 
tension and pressures which beset 
the executive today. Many of the 
cases of ulcers, hypertension, al 
lergies, coronaries, and other phy 
sical disorders, to say nothing of 
“flights into the bottle” and nerv- 
ous breakdowns, are consequences 
of improper placement. The victim 
cannot or will not face the fact of 
his inadequacies for his assign- 
ment. Hence he struggles on and 
on. Meanwhile the tensions mount 
Ultimately something gives: Some- 
times it is the job which suffers 
more often it is the incumbent 

I hope this at least partially an 
swers the question raised, If I have 
somewhat transcended the scope of 
the original question, it is because 
it seemed to me that the problen 
has implications which extend be 
yond what the businessman looks 
for in the college graduate 
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Has the time come to replace that worn-out office equip 
ment? Up-to-date surroundings will help to increase profit 
and production by providing a pleasant, comfortable 


atmosphere in which you and your associates can work 


A 


Cameras Feature Automatic A 


Film-Threading Mechanism Hands Don't Need to Touch 


Stapler to Operate It 
\ NEW LINE ot spool-loading 16mm 

notion-picture Cameras, known as the form Marking te Web Vd IN } PAPER under the head 
240 series, features an automatic film ine ng viact © 4 N int i late thy ‘ ectrie tapler 
thread mechanism i constant TrOSspet Phere need to tou the machine 
ptipee purr 

to place 

wosition on the 

nachine oper 
i push button 
tapler which 

clip Ihe 

cuts off while 

od. All mo 

oncealed 


Company 


Electric Typewriters Now 
Come in Portable Model 
<-é 

VITH WI MLECTRIK 

ted keyboard mith-(ooro 


portable tyye 
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Tru-Site Eliminates Glare, A 
Provides Restful Surface 


lighting 
table, o1 


NQ MATTER 

ceiling, 
Tru-! 
restful atmosphere 
tops and fur 
restful, highly 
urface 
natural beauty 
permanent 


what your 
wall, 

will help you 
execu 


design i 
window ite glas 
create a 
tives find Tru-Site desk 
niture tops provide a 
transparent, nonreflective 
that 
of the 
and can be cleaned like any 
high-finish glass. Tru-Site Division 
Dearborn Glass Company, 6600 
Harlem Ave tjedford Park, Ill 


brings out the 
wood. Tru-Site | 


ordinary 


Scrapes Away Mistakes 


stencils can be 


SPIRIT-TYPE master 
corrected by a few seraping stroke: 
with an X-acto knife on the back of 
the typed sheet. Retyped then 
reproduces perfectly. X-acto, Ine., 41 
Van Dam St Island City 1 
New York 


COpy 


Long 


Tri-Functional Controls 
Highlight Duplicator 
Model 


work-saving, 


OLD TOWN’S 


Duplicator ha 


new 10 Spirit 
tri-fun 
tri-fune 


tional controls. Setting one 


tional copy lever automatically con 
trol the pressure, the moistenin 
and the fluid feed 

another tri-functional paper 
automatically controls the paper feed 


moisten 


roller Setting 


leve I 


clamp, and the 
streamlined 


the master 
ing wick, It is 
and color-harmonized. Old ‘Town, 345 
Madison Ave., New York 17, N. Y 


in design 


Tape-Holder Speeds 
Filing and Finding 


A NEW TAPE-HOLDER verti 
cal visible filing method 
announced by Shaw-Walker to speed 
filing and finding of master pape: 
tapes used in preparing sales orders 
purchase orders, bills of lading 
An automatic signaling cde 


and 


has been 


and 
Invoices 
return of the tapes to the 
security for the tapes 
tape-holders 
and 


vice speed 
file Positive 
is assured because the 


are locked in a cabinet can be 


removed only by authorized persons 
The Shaw-Walker Company, 405 Lex 


ington Ave., New York 17, N. Y 


Telephone Beauty 
In Eight Shades 
< 

IN KEEPING 


decorating trends, 


office 

Stromberg-Carlson 
“1500” Series tele 
lustrous 


with modern 


now houses its 
phones in a choice of eight 
colors of Tenite butyrate plastic, as 
well as in the traditional black. The 
instruments are available in yellow 
red, blue, green, brown, ivory, beige 
and Stromberg-Carlson 


pany 3, N. Y 


gray Com 


tochester 


Tiny Cal 
Busy Tra 


ANYBODY 
needs a 
into his pocket will 


and 


about the 
equivalent 
round dis 
operated 
does ever 
tion and 
division, 
calculatior 
consumptl 
terest ane 
Zins coul 
tions, are: 
medial sec 


and inche 


subtraction 


culator Heips 
veling Man 
works 


calculator 
want to inquire 
Controller-Calculator. The 
of a 10-inch slide rule, t) 
c can easily be held a! 
hand if desired. It 


who with figures 


he can slip 


b' one 
y calculation except ada 

multiple ati 
rates 


exchange curren 


is, cost of merchandise, fue 


on, speeds, percentages 
1 compound 
offers 


is, volumes 


interest mi: 


iter circle calcu 


squares cube 


‘tion, fractions to decimal 


ss to centimeters and re 


versed. Controller-Calculators, Di 


Silver Bel 
land, Calit 


] Ltd 600 16th St () 


Attract Attention A 


The Eas 


A NEW \V 


stimulates 


the traini 
tations. S 
it is desig 
adaptabili 
extended 
tall. Its 
which all 


secured conveniently 


The writ 
chalk pre 
ment inch 


wooden pointe! 


sory tray 


setting easel on desk 


nace Cor 


Wichita 


el-Way 


TISUAL 


direct 


AID easel 


attention 


Optive 
and 
ng room or in sales prese! 
treamlined and lightweig] 
ned especially for maximun 
ty With aluminum leg 
the easel stands 70% inche 
working 
ws charts and papers to be 
with magne 
surfaced 


surtace 1s stee 


ing panel is 
Standard equi 
chalk 


crayons 


sentations 
ides the easel erase! 
wax 


rubber 


acce 
and bumper for 
Advance Fu 

npany 2310 E Douglas 


Kan 
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Protect Your Checks Against 
Tampering and Falsifying 


PERMAPRINT, a _ low-cost check 
writer, prints in an indelible black ink 
that makes checks permanently safe 
against tampering and _ falsifying 
Only five inches wide, seven inches 
long, and four inches high, the porta- 
ble machine is durably constructed 
from high-impact Styrene supplied by 
Catalin Corporation of America. It 
is produced in light green, beige, and 
gray. The device can stamp up to 
10,000 checks before ink refilling is 
necessary. All bank check sizes and 
styles are accommodated by making 
a simple screw adjustment. The 
amount to be written by PermaPrint 
on the check is made by setting a 
series of six dials by small lever 
Which position the rubber-faced num 
bers for printing; and by depressing 
the operating bar, ink penetrates 
through to the other side of the check 
Applied Research, Inc., 2609 W. 12t) 
St., Erie, Pa 











Challenger Chairs Offer A 
Comfort and Style 


RUGGED NEW SIDE and _ swivel 
chairs of all-steel construction have 
“man-sized” seats measuring 20 
inches wide and 18% inches deep 
Covers on seat, back, and optional 
padded arm rests are removable, and 
cushioning is bonded foam latex 
throughout. The seat height is in 
Stantly adjustable from 17'% to 21 
inches. The standard finish on all 
Challenger chairs is baked enamel in 
gray, green, and brown, with special 
colors available to order. Cramer 
Posture Chair Co., Inec., 1205 Char 
lotte, Kansas City 6, Mo 


April 1957 


moon your postal 
« Ounce. If ut reads an 
re, you are wasting postage 
es! It markedly / than 
ur mail too often 
vith needles 
cipient 
Pitney-Bowe i ile mstantl 
V much postage needed 
of mat, or parcel post 
@ Ni\ nunicl '\ itlabl 
mecluding thi 1900 
Call the nearest Pitney 
Bowes othe fora 
Silver Dollar Test” on 
your matt scale or write 
for tree mlustrated 


booklet 


PITNEY-BOWES (?3) Mailing Scale 


Walnut S S ford, Cs 


= Pitney-B 


You Can't Shoot Par With ONE CLUB but... . 
ONE MACHINE does all your Photo-Copying Work 


hunter GE 


HeccoKwik photo-copyists 


Copy Any Mark on Any Paper 


CLIP TO YOUR LETTERHEAD y 


7 
y HUNTER q one ee ™ 
Copyist ie tiene Gis Oot 


er 








Distine tively 
Different... 


New York's friendly 
hotel minutes to 
Grand Central 
5th Ave. shops, theatre 
district. All outside 
rooms; radio, TV 
circulating ice-water 
tub and shower! 
Everything to make 
you fee! ‘at home’’ 


Home of the famon 


‘Hawaiian Room 


LEXINGTON AVE. AT 48th STREET 
NEW YORK CITY 17, N. Y 


See your local travel agent 
or write for Brochure 160 


CHICAGO 


BOSTON MIAMI 
Dearborn 2-4432 


Hancock 6-662° Franklin 9-86331 





time’s a wasting 


The clocks keep ticking away. We 
need your dollars to make each 
minute count in the fight against 
cancer. 

With $70, we can buy an eye- 
piece micrometer... $48 buys a 
laboratory flowmeter...$15 buys 
an instrument sterilizer... $3.75 
a hematocrit reader. 

Only you can decide how much 
you can afford to send. But send 
it today, to help us keep moving 
ahead in the struggle to save lives. 

Send your check to “Cancer” 
c/o your local Post Office. 


AMERICAN CANCER SOCIETY 
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BUSINESS 774 


The following literature is of special 
interest to executives active in busi 
ness management. It is current, and 
requests for this literature received 
several months after date of this 
issue may find supplies of the various 
booklets are completely exhausted. 
Requests for these booklets may be 


sent direct to the companies listed. 





THROUGH CARTOON.-type illustra- 
tions, a colorful 24-page booklet, 
“The Punched-Tape Story,” presents 
a quick and complete interpretation 
of the Friden Flexowriter automatic 
writing machine. The booklet shows 
how tape can be created by Flexo 
writers to produce documents, com 
pletely automatically, at 100 words a 
minute. Upon request, the booklet will 
be sent by Commercial Controls Cor 
poration, 1 Leighton Ave., Roches 
ter 2, N. Y 


* 


LIGHTWEIGHT PANELS contain 
ing from 25 to 100 clear plastic tubes 
are easily adapted to practically any 
kind of control records. In 17- and 
10-inch widths, the tubes are indi- 
vidually removable and easily shifted 
from one position to another For 
descriptive literature, write Aeme 
Visible Records, Inc., Crozet, Va 


* 


DO YOU DISLIKE making decisions? 
A new guidebook offers help in choos 
ing Which of over 100 erasers to use 
for that special job. A copy of the 
guidebook can be obtained by writing 
Weldon Roberts Rubber Company 
Catalog Dept., 363 Sixth Ave., New 


ark 7, N. J 


SUMMER IS COMING. And if you 
want to know who is taking his va 
cation when, ask Statistical Tabulat- 
ing Corporation for a 1957 vacation 
schedule. Space is provided for the 
names and vacations of 16 employees 
STC, 53 W. Jackson Blvd., Chicago 4 
Ill., will send schedules upon request 


IF LAST MONTH'S STORY about 
industrial eye safety appealed to you 
there is a good chance you will want 
to read “Save Your Sight.” The 28- 
page pamphlet describes the Wise 
Owl Club, lighting and color in in- 
dustry, eye diseases, and the effects 
of television. Available at 25 cents 
a copy from the National Society for 
the Prevention of Blindness, 1790 
Broadway, New York 19, N. Y 


FEELING TENSE? Don't fret, be- 
cause the executive who has an im- 
portant business decision to make 
should be worried, and if he isn’t he 
should be worried about that. But for 
an insight into the causes of excessive 
tension on the job, read “The Worry- 
Go-Round.” For a copy, write Henry 
B. Rollings, M. D., vice-president and 
medical director, Connecticut Mutual 
Life Insurance Co., Hartford, Conn 


* 


TESTS AND OTHER materials for 
use in personnel selection and train 
ing are described in the 1957 edition 
of the “Industrial Catalog” issued by 
Science Associates. The 
catalog also describes the services of 
the SRA Consulting Division. Copies 
are available upon request to Science 


Research 


Research Associates, Industrial Divi- 
sion, 57 W. Grand Ave Chicago 
10, Illinois 


JOB EVALUATION, its benefits, and 
why it is needed is explained in ‘Job 
Evaluation—The Modern Method.” 
The booklet presents an informative 
look at ways to establish a sound 
wage and salary structure and means 
to insure an equitable and effective 
salary administration. The booklet 
will be sent by Business Research 
Corporation, 105 S. LaSalle St 
Chicago 3, IIL. 


* * o 


“QUALITY WITH QUANTITY” tells 
the story of the automatic typewriter 
and the jobs it can do. Hints for 
personalizing the automatically typed 
letter are pointed out, and a list of 
uses is suggested. For a copy, write 
The American Automatic Typewriter 
Company, 2323 N. Pulaski Rd., Chi- 
cago 39, Ill 


HOW TO PLAN for the next 20 years 
is told in “Long-Range Planning for 
Company Development.” This booklet 
describes the nature and significance 
of long-range planning and discusses 
advantages found by uses, types of 
resistance encountered, cautions, and 
limitations. It is available on request 
from William FE. Hill & Company, 640 
Fifth Ave., New York 19, N. Y 


“VISUALIZING THE ABSTRACT” 
presents a stimulating argument for 
visual presentations of abstract theo- 
ries, Printed in three colors and at- 
tractively bound, the booklet can be 
obtained by writing to Technifax 
Corporation, 195 Appleton St Hol- 
yoke, Mass 


RATES, CIRCULATION, closing and 
issuance dates for general farm 
mail order, and direct selling maga 
zines are listed in a new guide. The 
“1957 Advertisers Rate and Data 
Guide” includes display rates of news- 
papers in cities of over 50,000 popula- 
tion. In addition, classified ad infor 
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mation for leading newspapers is 

tabulated. Advertisers may receive 

the guide by writing The E. H. Brown K Y TO 
Advertising Agency, 20 N. Wacker E § 

Dr., Chicago 6, I 


x HUMAN RELATIONS 


THE “MARGIN FOR ERROR” in 
capital budgeting is vanishing, says 
a new booklet. Refusal to adopt a IN SELLING 
sound method of calculating rate of 


org Lag ge a oe A NEW SOUND-SLIDEFILM KIT IN FULL COLOR 
’ For 


Capital Dollar.’ a copy, write 


Dr. John Griswold, Amos Tuck Schoo! ‘ , . 
, z a Good human relations practice can boost sales. This new 
of susiness Administration, Dart 


mouth College, Hanover, N. H kit of five 15-minute sound-slidefilms in color will enable 
you to help your salesmen develop good human relations 
habits. Complete with meeting guide and work manuals 


MODULAR UNITS, their dimensions Subjects include these five basic keys 
and suggested arrangements for the 
utmost in group efficiency are set 
forth in a new 12-page catalog. Com- 


plete data on free-standing office THE MAST 
partitions and their functional us¢ STER KEY How to create the atmosphere or mood 


with Modulettes are also presented OF 
The catalog can be obtained from favorable to closing the sale. 
Peerless Steel Equipment Company EMPATHY 


6600 Hasbrook Ave., Philadelphia, Pa 








* 





THOSE CONCERNED with address- 
ing multiple shipments will want to THE K 

read “How to Streamline Your Ship EY How to make the buyer like you and 
ment Addressing for Speed = and OF , 
Economy.” It illustrates and de want to do business with you. 
scribes seven modern systems for RECOGNITION 


fast, low-cost addressing of labels 
tags, and cartons. A copy will be 
sent by Weber Marking Systems, 215 
E. Prospect Ave., Mount Prospect, I! 


rs pa THE KEY How to get the buyer to hear and con- 
CONTINUFLO Marginal Punched OF 


forms for use on punched-card and sider what you tell him. 
key-operated accounting machines CONSIDERATION 
addressing machines, computers, and 
other machines are described in a six- 
page bulletin, AD56-8. The bulletin 
is available from The Egry Register 
Company, Dayton 2, Ohio 














— THE KEY How to make sure the buyer understands 


A PUNCH set and diameter gauge OF and believes what you tell him 
for plastic-binding a quantity of COMMUNICATION : 


papers or sheets may also be used as 
a ruler. The gauge, which is available 
through your local Cummins repre 

sentative, simplifies the determination 
of the correct ring diameter, Write 


Cummins-Chicago Corporation, 4740 . 
N. Ravenswood Ave., Chicago 40, Til THE KEY How to overcome the buyer's doubts and 


for the name of the representative . 
prea ay - : OF get him to act. 
“es SECURITY 


TO HELP PEOPLE to understand 
the vocabulary used in the investment 
community, the New York Stock Ex 
change has issued a pocket-sized glos 
sary of commonly used terms. The 
new publication, titled ‘The Lan = J 
guage of Investing,” has 240 concise . ‘4 training films. Ask for a free copy 


definitions from “accrued interest” te ~ q %),) 

‘yield.” Copies of the glossary car q a 

be obtained from member firms o : 4660 Ravenswood Ave 
the Exchange or directly from. the 

New York Stock Exchanges ll Wa Chicago 40, Ilinois 


St.. New York 5, N. Y 

















Keys to Human Relations in Selling’) may be 
rented or purchased. Details will be found in our 
1957 film catalog—headquarters for sales 


April 1957 








EW BOOKS woz Aacing 


THRE LABOR POLICY OF THE 
FREE SOCIETY, By Sylvester Petro, 
professor of law, New York Univer- 
ity School of Law. Thi 
fine job of making simple the com 
plexities of what we frequently call 
our free enterprise system.” 

Mr. Petro analyzes the labor poli 
cies of our country and gives some of 
the history behind them. He does not 
hesitate to point out the inadequacie 
of the system where it is inadequate, 
and place blame on groups respon- 
ible. Various practices of some labor 
unions come in for sharp criticism, 
but such criticism is followed up with 
proposals for major changes in our 
labor laws. A book for every execu 
tive who ever worked under a labor 
contract. The Ronald Press Company 

st 26th St., New York 10, N. Y 
$5.00 


book does a 


PUBLIC RELATIONS IDEAS IN 
ACTION. By Allen H. Center, Writ- 
ten especially for the organization 
without a built-in) public relations 
department, this book contains ideas 
on winning friends and. influencing 
the public. Subjects covered range 
from methods of keeping the good 
will of investors and ways of intro 
ducing new products, to plans for 
building community good will by 
ridding a town of rats. The 500 
programs and techniques for public 
relations, gathered by the public re- 
lations director of Motorola, Ine., 
cover employees, investors, the com 
munity, the market place, and the 
greater good, McGraw-Hill Book Co., 
Inc., 330 W. 42nd St., New York 36 
N. Y. 327 pages. $5.00 
MAIL ORDER BUSINESS DIREC 
TORY. By Bernard Klein. A new 
1957, spiral-bound directory, listing 
over 2,000 large and small mail-order 
firms, has just been published by B 
Klein & Company, publisher of busi- 
ness directories. Organized by states, 
from Alabama to Wyoming, the direc- 
tory gives the names and addresses 
of companies, their line or lines of 
business, and the names of their key 
buyers. These range from general 
merchandise through gift and special- 
ty shops to the largest mail-order 
establishments like Montgomery 
Ward, Sears Roebuck, and Spiegel 
In the case of the larger concerns, 
the names of various department 
buyers are listed. The “foreword” 
states: “The purpose of this directory 
is to give manufacturers a_ guide 
with which to reach the mail-order 
firms handling their type of product.” 
B. Klein & Co., 23 E. 22nd St., New 
York 10, N. Y. 191 pages. $15.00 
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BUILDING YOUR BUSINESS 
WITH CALENDAR AND SPECI- 
ALTY ADVERTISING. By Eugene 
Whitmore, Here is something new in 
books--a how-to-do-it (as well as 
why-to-do-it) book that 
wealth of practical, down-to-earth 
ways Which just about every busi- 
nessman can use to build business 
Written by a nationally famous busi- 
ness writer who has himself been a 


Zives a 


salesman and sales manager, it avoids 
theory 

Based on years of sales-promotion 
and customer-building experience, it 
describes tried-and-tested plans which 
can be adapted or adopted by busi 
nessmen, manutacturers, and sales 
men everywhere, Heavily illustrated, 
the book is a veritable ‘‘do-it-your- 
self” course for increasing sales 
through making friends for your 
business. 

It gives plans for attracting new 
customers, holding old customers, and 
creating buying desire; it tells how to 
get preferred locations for point-of- 
sale advertising; and reprints letters 
that have been successful in winning 
new customers and keeping old ones 
It describes tested sales plans for 
both outside and inside salespeople 
it shows how to tie in advertising 
with buying decisions; and suggests 
ways of making business shows, ex- 
hibitions, fairs, and rural promotions 
pay off—-in a word, it covers every 
aspect of the important art of match- 
ing the media to the message, to build 
better business. The Dartnell Corpo- 
ration, 4660 Ravenswood Ave., Chi- 
cago 40, Ill, 250 pages. $3.50 


ELEMENTS OF SUPERVISION. By 
William R. Spriegel, Edward Schulz, 
and William B. Spriegel. Published in 
January, the book deals with the es- 
sentials of industrial management 
from the standpoint of the super- 
visor, and has been revised to meet 
the challenge of executive develop- 
ment as experienced during the past 
15 years. 

Subject matter includes a chapter 
on the essentials of organization, in- 
terpreting company policies, planning 
the work of a department, introducing 
the new worker to his job, safety and 
supervision, and many other basic 
components of the supervisory func- 
tion. Particularly effective is the new 
chapter on mental health, a frank and 
understandable discussion of mental 
health as the supervisor should under- 
stand it in relation to his workers and 
their jobs. John Wiley & Sons, Inc., 
440 Fourth Ave., New York 16, N. Y 
349 pages. $6.00 


Letters from Readers 


Detachable Survey 


I would like to comment on yout 
“Survey of the Month.” Previous to 
this year, you published it in a sec- 
tion in the middle of the magazine so 
that it could be detached quite easily 
I would like to suggest that the way 
January’s survey is bound into the 
book, so it is necessary to tear the 
page in order to remove the survey, 
was not nearly as convenient as pre- 
viously. These surveys are very in- 
teresting, and I like to keep them on 
file in a separate binde1 


H. J. RoBBINS 

Administrative Asst. to President 

Canadian Western Natural Gas C 
Ltd 

Calgary, Alb., Canada 


You'll be happy to learn that future 
surveys will be printed on bulk paper 
as a separate section of the maguzine 


Low-Gloss Paper 


I just want to compliment you for 
your progressive stand in printing 
AMERICAN BUSINESS on an offset-type 
paper. 

After reading the many publica- 
tions Which are printed on glossy 
paper, I am sure you can appreciate 
how much easier it is to read your 
publication with its nonglare finish 
paper. 

I have always enjoyed reading 
AMERICAN BUSINESS and know that I 
will continue to profit from its help 
ful articles. 


W. C. EGGERT 

Director of Office Personne! 
The Meyercord Co 
Chicago, Il. 


Our magazine is printed on low- 
gloss super—a Hermes paper made to 
without 


our specifications, smooth 


reflection. 


Personnel Management Manual 


I have read your reply to Henry 
Turrie, Wil-Kil Pest Control Co., 
Milwaukee, in the AMERICAN Busl- 
NESS of May 1956. I would be most 
interested to obtain a copy of “Blue 
Print for Building a Personnel Man- 
agement Manual.” 

If it is possible, I would also ap- 
preciate a copy of the EXECUTIVES 
HANDBOOK, to which you also refer 

I find the articles in your publica- 
tion most stimulating and am de- 
veloping many contacts in the U.S. A 
from firms referred to in your pages 


DEREK L. M. CASTLE 

Commonwealth Superintendent of 
Training 

Ampol Petroleum Limited 

Sydney, Australia 
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Recognition Awards 


We are interested in intormation o1 
literature on length of service recog 


nition awards, and would appreciate 


anything you may send us on thi 
subject 
W. J. DecKErR 
Assistant Treasure! 
Coats & Clark’s Sales Corp 
New York, N. Y 

Dartnell’s “Personnel Administra 
recently included a re- 
port Service Award Policies in 58 


fion Service 


Compantes, 


which will prove helpful 
fo you, It tells when companies start 
recognizing years of service, award 
most frequently given, pros and cons 
on their effectiveness as morale build 
ers, who presents the award, how the 
event is publicized, and how long such 
programs have been in effect among 
the companies surveyed 

The Dartnell study showed that 95 
percent of the companies recognize 
é mployee s length of service in some 
manner Service clubs for veteran 
employee Ss are growing tn acce plane ‘ 
and in most cases the 


rs the club 


company spon 


Wrong Address 


A short time ago we noted a para 
raph in your “New Systems and 
Equipment Section” regarding ““Typa 
tape” which interested us 

We wrote to the address stated at 
the end of the paragraph, namely 
'ypatape, Inc., 525 Lexington Ave 
New York 17, N. Y., but our lette 
was returned by the U. S. Post Offic 
marked “Not at address given.” 
Please advise what the correct ad- 
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Manuscripts 


BOOK MANUSCRIPTS 
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GREENWICH BOOK PUBLISHERS, INC 
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Business Booklets 








The Vest-Pocket Course in 
Selling 


“A SHORT COURSE 
IN SALESMANSHIP”’ 


Aepley 


The Dartnell Corporation 


1660 Havenewood Ave Chiceage 40 mn 
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HEN President Kisenhower won the elec 

tion, business felt assured of a stable 
economy in which to plan and grow. Now some 
people are beginning to wonder. The stagger- 
ing: Federal budget; the proposal to raise the 
floor under wages and lower the ceiling on 
hours; the Iederal school construction pro- 
gram while desirable add up to more in- 
flation, Businessmen ask: “TLow much more 
inflation can we stand before the roof falls in’ 
To alert public opinion to this danger, John S. 
Coleman of Burroughs Corp., president of the 
U.S. Chamber of Commerce, with a team of 
business leaders, has been conducting “legisla- 
tive clinies” around the country. Tis audiences, 
largely made up of [ke supporters, agree that 
more roads, more homes, and more schools are 
desirable, but do not want them built) with 


ee 4 ° ”” vgr 

printing press” money. These groups all want 
to be sure that the roof isn’t going: to eave in. 
A stable economic climate favorable to business 


growth meaning more jobs at good wages 


should come first. 


Another “beef” executives have about the 
Kisenhower Administration is its) slowdown 
on getting the Government out of business. It 
might be in order to stop picking on Ike for 
aminute and take a look at what some of our 
state governments are doing to push Govern- 
ment further into business. Take California, 
for instance, Currently, this) “progressive” 
state is engayed in a campaign to foree pub- 
lishers of textbooks used in its clementary 
schools to sell the plate s from which the books 
are printed to the state printer, so that books 
can be printed by the state tax-free and with- 
out the usual profit to the publisher. If the 
publisher won't sell his plates, he is publicly 
spanked and loses the sale. We have no quarrel 
with any state trving to buy schoolbooks as 
cheaply as possible, But we do quarre| with 
California’s shotgun methods. Pf socialism ever 
comes to this country in the form of Govern 
ment-regulated business, it will come one state 
ata time. Today, the State of California is in 


the business of printing schoolbooks. Is_ this 
the camel's nose under the tent 4 
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An offshore trade development which will 
hear watching is the formation of the new West 
Indies Iederation, comprising the islands 
formerly known as the British West Indies. 
While in Jamaica last month, | met a number 
of American businessmen who were down 
there surveying the possibilities of establishing 
branch factories in the new nation. Jamaica 
scems to be favored over Trinidad or Barbados. 
The island offers numerous tax advantages. 
Iresh water is available in good supply from 
the mountains. There is no segregation in 
Jamaica and very little racial discrimination. 
The natives, mostly descended from Negro 
slaves who were given their freedom in 1838, 
have done a good job of multiplying. They 
practically run the island, but a British gover- 
nor-general holds veto power. Presently, Ja- 
maica is enjoying a surge of tourists from 
Britain, Canada, and the United States. A 
number of plush hotels are being built or 
projected for the fashionable North Shore 
resort area, with Miami Beach prices and ideas. 
But Jamaica is a grand place for a vacation, 
and the hotels operate the vear around. 


o- 


Lawrence Appley, president of the Ameri 
can) Management Association, when asked, 
“Who is the ideal executive?’ replied that there 
isno man today who can run a big business by 
himself. It is too complex. That is why so 
many companies are now using some form of 
team management. This is one of the most 
significant developments in business and one 
which does not seem to be fully realized. We 
are going to hear more and more about the 
management team and less and less about the 
“big boss.’ There will always lye il boss, buat 
he won't be the “big shot” he used to be. TT 
will be the quarterback on the team —the man 
who calls the signals but who lets specialists 
. # t¢ As ple ‘/ 


carry the ball. 
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“NATION'S LEADING PRODUCER OF PAPER PRODUCTS 
FOR FOOD PACKAGING AND HOUSEHOLD USE.” 


MARATHON CORPORATION -* 














"'USpaltonal Accounting Machines save us $20,000 a year... 


return 67% annually on our investment!”’ MARATHON CORPORATION, Menosho, Wis 





geecsoese * 

“Research is the key that keeps our Company $20,001 ; t » 67% ’ : In y n 
chead in the rapidly expanding pulp, paper : = = a vee . Bagge oo — oe w 
and paperboard industry : ; ” nearby 

Because Marathon is ‘many businesses Acc : y thow how 
one, our accounting requirements are con edaer versatility mmazing. We ¢ : ms 
plex. After a thorough research, we decided t sdapt | ! ! ! produce eve : 
upon Nationals to meet our particular a *TRADE MARK FEO. U8 PAT OFF. 


counting need: 


} — 


ACCOUNTING MACHINES 
THE NATIONAL CASH REGISTER COMPANY, barton 9, onio ADDING MACHINES » CASH REGISTERS 


989 OFFICES IN 94 COUNTRIES 
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Convention Plans 
Motion Pictures 
Meetings Packages 
Television Commercials 
Demonstration Devices 
Screen Advertising 
Skits 

Animated Cartoons 
Training Manuals 
Slidefilms 

Pictorial Booklets 
Transparencies 

Slides 

Film Distribution 
Turnover Charts 
Meeting Guides 

Tape Recordings 

Disc Recordings 
Promotion Pieces 
Poster Charts 

Banners 

Training Devices 

Quiz Materials 
Speech Coaching 
Pageants 

Stage Presentations 
Portable Stagettes 
Meeting Equipment 
Projection Service 

Film Productions in Color 
Field Surveys 
Convention Supervision 











How To Get IN 


and out with the order 


Keeping a sales force geared to the rapidly changing business situation is 


a training job not to be postponed. The time is now! 


The Jam Handy Organization provides complete, single-package helps 
on practically every kind of sales training project. The advantages are 
obvious. One-Stop Service offers one source of supply one accounting 


one responsibility 


Specialized teams are yours to summon for help on all phases of presenta- 
tions, motion pictures, slidefilms, charts and graphics, visual tie-in 


literature, and special training devices 


For great service with great convenience, call 


7c JAM HANDY 





One-Stop Service 


Otganigaiion 


NEW YORK 18 HOLLYWOOD 28 DETROIT 11 OAYTON ? CHICAGO | 
1775 Broadway 1402 N. Ridgewood PI 2821 E. Grand Bivd N10 Talbott Bidg 230 WN. Michigan Ave 





